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Introduction  
 
This guide applies to all private, voluntary and independent early years providers offering the free 
early education entitlement.  It shall also apply to an Academy under the Academies Act 2010 if pupil 
data is not provided to the Council’s Management Information Team and headcount data is supplied 
to the Early Years and Childcare Sufficiency Team (EYCST) via the Capita Provider Portal.   
  
Every LA has a statutory duty under Section 6 of the Childcare Act 2006 to secure sufficient childcare 
to enable parents to work, or to undertake education and training leading to work.  Section 7 of the 
Childcare Act 2006 re-enacts the duty on LAs to secure a minimum amount of free early learning and 
care for all eligible 2 year olds and all 3 and 4 year olds whose parents want it; currently an offer of 
570 hours a year.  The Childcare Act 2016 placed a new duty on LAs to secure the equivalent of 30 
hours of free childcare over 38 weeks of the year for qualifying children aged 3 and 4.  
 
From the 1st September 2017 the ‘Early education and childcare - Statutory guidance for Local 
Authorities’ will be in force.  https://www.gov.uk/government/publications/early-education-and-
childcare--2 This statutory guidance from the Department for Education (DfE) is for English Local 
Authorities on their duties under the Childcare Acts 2006 and 2016.  Local Authorities must have 
regard to this guidance when seeking to discharge those duties. 
 
Local Authorities are required by legislation to secure early education places offering 570 hours (or 
1,140 hours for eligible children) a year over no fewer than 38 weeks of the year for every child in 
their area from the relevant date, as set out below, until the child reaches compulsory school age (the 
beginning of the term following their fifth birthday).   
 
The relevant dates are as follows:  
 
Birthday between 1st April and 31st August Place starts in September  

(Autumn funding period) 

Birthday between 1st September and 31st December Place starts in January  
(Spring funding period) 

Birthday between 1st January and 31st March Place starts in April  
(Summer funding period) 

 
 
The Calderdale List of Approved Early Education Providers  
 
The free entitlement is delivered in Calderdale by a wide range of providers to suit the diverse needs 
of parents/carers and children.  Private and voluntary providers must be registered with Ofsted; 
academies and independent schools must be registered with the DfE and all providers must be 
registered with Calderdale Local Authority to be included in the Approved Early Education Providers 
list.   Private, voluntary and independent providers include private day nurseries, pre-school 
playgroups, Children’s Centres, childminders, nursery units of academies and nursery units of 
independent schools.   
Local Authority providers include maintained schools with nursery classes or foundation units and 
these providers should contact Michelle Attmere, Early Years Learning & Childcare Service Manager 
for advice. 
 
In accordance with the Statutory Guidance, Calderdale Local Authority will fund registered providers 
on the following basis: 
 
1. Early Education Providers rated as ‘requires improvement’ by Ofsted, or an alternative 

inspectorate as appropriate, will be funded for three and four year old places subject to them 

https://www.gov.uk/government/publications/early-education-and-childcare--2
https://www.gov.uk/government/publications/early-education-and-childcare--2
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meeting conditions imposed by the Local Authority which address concerns raised by Ofsted, 
or similar inspectorate, at inspection.  Such conditions will be outlined in an action plan to be 
drawn up between an appropriate Local Authority representative and the Early Education 
Provider. 

2. Early Education Providers rated as ‘requires improvement’ by Ofsted, or an alternative 
inspectorate as appropriate, will only be funded for two year old places subject to there being 
insufficient accessible ‘good’ or ‘outstanding’ provision as confirmed by the most recent Local 
Authority Childcare Sufficiency Assessment.  In the event of being funded for two year old 
places, Early Education Providers will still be subject to the terms stated in point 1 above.   

3. Early Education Providers rated as ‘good’ by Ofsted, or an alternative inspectorate as 
appropriate, will be funded for two, three and four year old places. 

4. Early Education Providers rated as ‘outstanding’ by Ofsted, or an alternative inspectorate as 
appropriate, will be funded, for two, three and four year old places.   

5. Any Early Education Provider who is inspected and receives an Ofsted, or an alternative 
inspectorate as appropriate, rating of ‘inadequate’ will have their funding withdrawn as soon as 
is reasonably practicable, as determined by the Local Authority.  Alternative provision will be 
secured by the Local Authority for funded children.  An action plan will be drawn up between an 
appropriate Local Authority representative and the Early Education Provider.   

6. New Early Education Providers registered with Ofsted, or an alternative inspectorate as 
appropriate, will be funded for two, three and four year old places on request until their first full 
Ofsted inspection judgement is published. 

 
Joining the List of Approved Providers for Two, Three and Four Year Olds 
 

1. Once a provider has been registered by Ofsted, or an alternative inspectorate as appropriate, 
they may join the list of approved providers for two, three and four year olds. 

2. Providers must agree to the terms and conditions laid out in this guidance document and in 
the Calderdale Provider Agreement, issued annually.   

3. The Local Authority’s EYCST will maintain a list of all approved early education providers for 
distribution to parents/carers and relevant professionals working with families.  The list is 
routinely maintained by Ward and Children’s Centre Reach Areas but can be produced using 
other search criteria upon request.   

 
Providers Who Change Their Circumstances 
 
Providers must inform the Local Authority whenever there is a change in their circumstances and 
these include but are not limited to: 

 A change in ownership, governance, manager or premises. 
 A change to the name or address of the contact responsible for the free early education 

funding administration. 
 A change in bank details. 
 A change in their Ofsted inspection grade. 
 A change in the nominated QTS, EYPS, EYT or Level 6 graduate, or their working hours, that 

would affect the setting’s eligibility to the Quality Supplement. 
 
Where such a change results in a new provider they will need to re-register with Ofsted and hence 
with the Local Authority for the purposes of the early education entitlement.   
 
Removal from the List of Approved Providers 
 
Where such a change means the provider is no longer eligible for funding, the provider’s name will be 
removed from the list of Approved Providers.  There may be a reclaim of funding subject to the 
provider’s specific circumstances. 
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The Local Authority may also remove a provider from the list of Approved Providers if a provider fails 
to meet the terms and conditions outlined in the Calderdale Provider Agreement. 
 
The Local Authority will first inform the provider of any breach of the Agreement capable of remedy 
and agree a suitable timescale with the provider to take action to rectify the breach.  Where the 
provider fails to take suitable action to rectify the breach within the agreed timescale, the provider will 
be given 30 days’ written notice of removal from the list of Approved Providers.  Thereafter funding for 
the free early education entitlement to the provider will cease.   
 
Providers who receive an ‘inadequate’ judgement from Ofsted are at risk of removal from the 
Approved Providers list.  Funding for the free early education entitlement will be removed as soon as 
is reasonably practicable.  If an overpayment has occurred, an invoice will be issued.  Alternative 
provision will be secured by the Local Authority for funded children.  An action plan will be drawn up 
between an appropriate Local Authority representative and the Early Education Provider.   
 
The Local Authority reserves the right to inform parents/carers of the removal of funding for the free 
early education entitlement from their chosen provider.   
 
Re-Inclusion of Providers Previously Removed from the List of Approved Providers 
 
Any provider who has been removed from the list of Approved Providers will be automatically re-
instated if the grounds for removal are no longer applicable.  If the provider does not wish to re-join 
the list, it is their responsibility to contact the Local Authority and inform them of this request. 
 
Decisions Regarding the Removal and Re-Inclusion of Providers on the List of Approved 
Providers 
 
Any decisions relating to the removal and re-inclusion of providers on the list of Approved Providers 
will be considered by the Local Authority’s Early Years Learning and Childcare Service Manager. 
 
Appeals 
 
Any provider who has been notified of a decision to remove their details from the list of Approved 
Providers may appeal in writing within ten working days.  The appeal should be addressed to: Early 
Years Learning and Childcare Service Manager, Calderdale MBC, Northgate House, Northgate, 
Halifax, HX1 1UN. 
 
An appeal hearing will be arranged to examine all the evidence submitted by the Local Authority and 
the provider.  The provider will be invited to attend if they wish to do so.  The provider will be informed 
of the decision in writing within five working days of the appeal being heard.  In the event that the 
provider remains unsatisfied with the outcome they are entitled to make a complaint to the Local 
Authority Ombudsman.  There can be no appeal if the removal of funding for the free early education 
entitlement is due to a change in the Ofsted judgement. 
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Conditions of Funding 
 
Providers wishing to offer the free early education entitlement must: 

 Be an Academy with a nursery unit; be registered with Ofsted as an early years provider, 
or an alternative inspectorate as appropriate, or be a school with registered pupils aged 
two and over, subject to any relevant legislation relating to registration of the school’s early 
years provision.   

 Deliver the ‘Early Years Foundation Stage’ in line with the principles and practice set out in 
the Statutory Framework for the Early Years Foundation Stage 2017, unless evidence of a 
formal exemption is made available to the Local Authority.   

 Complete and submit all free early education entitlement funding claims and data 
collection returns to the Local Authority within the specified timescales using the online 
provider portal.   

 Complete and submit the annual early years census to the Local Authority in accordance 
with the requirements set by the DfE (to help ensure an accurate allocation of early years 
funding to the Local Authority). 

 Show evidence of meeting appropriate standards of administrative and financial best 
practice, policies and processes and be willing to submit them to inspection and 
examination by the Local Authority and / or national Government representatives. 

 Ensure that any records are retained for the appropriate length of time in line with the 
Children’s Act 1989, Limitations Act 1980, and any other statutory requirements. 

 Offer hours FREE at the point of delivery at times and in patterns that support parents to 
maximise the use of their child’s place and without placing any conditions of access on the 
place; Parents cannot be required to take up more hours than their child’s free entitlement 
of provision per year, nor can they be required to take up the full free entitlement if they do 
not wish to do so.   

 Ensure invoices and receipts (or annual statements) are clear, transparent and itemised, 
allowing parents to see that they have received their funded entitlement free of charge and 
understand fees paid for additional hours.  These should clearly show that funding is not 
deducted from the bill as a monetary subsidy but that the hours are represented as a free 
offer.  The setting must provide parents with clear written information about any fees or 
charges for additional services.   

 
Funding Rates 
 
The following Single Funding Formula rates are effective from 1st April 2017: 
 
Funding for eligible 3-4 year olds £ 
Base 3.92 

Deprivation Supplement 0.53 

Quality Supplement 0.23 

EYPP 0.53 

  Funding for eligible 2 year olds £ 
Base 4.90 

Deprivation Supplement - 

Quality Supplement 0.23 
 
These rates of funding may be subject to change on an annual basis. 
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For more information on eligibility for the two year old entitlement please see page 7.   
 
For information on eligibility for the Deprivation Supplement please see page 10.   
 
For information on eligibility for the EYPP please see page 11.   
 
For information on eligibility for the Quality Supplement please see pages 11.   
 
A factsheet on maximising the use of funding for every child receiving the free early education 
entitlement is available online at http://www.calderdale.gov.uk/education/childcare/care-
providers/funding-financial.html or upon request from the Early Years & Childcare Sufficiency Team 
on 01422 392695. 
 
Delivery of the Entitlement 
 
Providers are encouraged to offer flexible packages of free early education, subject to the following 
standards on flexibility: 

 no session longer than 10 hours 
 not before 6am or after 8pm 
 no more than 15 (or 30 where a child is eligible) hours/week. 
 No minimum session length (but providers should be aware that the Local Authority will not 

fund any session length below 30 minutes). 
 
Providers may wish to consider enabling parents to take up their child’s early education place in 
patterns of hours that “stretch” their child’s entitlement by taking fewer hours a week over more weeks 
of the year, where there is provider capacity and sufficient parental demand.  For guidance on 
administering a stretched offer please visit https://www.calderdale.gov.uk/v2/residents/education-and-
learning/childcare/childcare-providers-support/early-education-funding-eef 
 
 
Children’s Eligibility 
 
Every eligible child is entitled to 570 hours of free early education each year to be taken over no 
fewer than 38 weeks from the relevant date following their second, third or fourth birthday until they 
reach compulsory school age (the beginning of the term following their fifth birthday).  The relevant 
dates can be found on page 2.  
 
From September 2017, eligible working parents will be able to claim an additional 15 hours of funded 
childcare per week, for 38 weeks each year. This is on top of the universal entitlement of 15 hours. 
Working parents will include those who are self employed and those who are employed on zero hours 
contracts. Parents are expected to be eligible if they meet one of these criteria: 
 

 both parents are working or one parent is working in lone parent families. This will be defined 
as earning the equivalent of 16 hours per week on national minimum wage (or national living 
wage). This is subject to a maximum income threshold of £100,000 per year per parent; 

 both parents are employed, but one (or both) parent is temporarily away from the workplace 
on: 

o parental leave; 
o maternity leave; 
o paternity leave; 
o adoption leave; or 
o statutory sick pay; 

http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
https://www.calderdale.gov.uk/v2/residents/education-and-learning/childcare/childcare-providers-support/early-education-funding-eef
https://www.calderdale.gov.uk/v2/residents/education-and-learning/childcare/childcare-providers-support/early-education-funding-eef
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 one parent is employed and one parent is in receipt of carers allowance (or receives the carer 
element of Universal credit), or one parent is employed and one parent is disabled or 
incapacitated (based on specific benefits). 

 
Parents will generally remain eligible for funded entitlement if they access tax credits, universal credit, 
tax-free childcare and other childcare schemes to help pay for any additional childcare they need. 
Parents will be asked to open a Tax free childcare account and check their eligibility for the 30 hours 
funded childcare at the same time. For more information, see Access to the childcare service as a 
parent or childcare provider . 
 
 
Two Year Olds’ Eligibility 
 
The two year old entitlement became a statutory duty from 1st September 2013. Two year olds are 
eligible for the free entitlement if they are: 
 

 A child who has been in Local Authority Care for one day or more (so-called Children who are 
Looked After or CLA).  

 Living in a family who meet the eligibility criteria for Free School Meals (FSM)*.   
 Living in a family who receive Working Tax Credits and have annual gross earnings of no 

more than £16,190 per year. 
 A child who has a current statement of Special Education Need or an Education, Health and 

Care plan. 
 A child who attracts Disability Living Allowance. 
 A child is no longer looked after by the Local Authority as the result of an adoption order, a 

special guardianship order or a child arrangements order.   
 Universal Credit. 

 
*Children are currently entitled to receive FSM if their parents / carers are in receipt of any of the 
following benefits: 

 Income Support. 
 Income-based Job Seekers’ Allowance (not contribution-based). 
 Income-related Employment and Support Allowance (not contribution-based) 
 Support under Part VI of the Immigration and Asylum Act 1999. 
 The Guaranteed element of State Pension Credit. 
 Child Tax Credit, provided have an annual gross income of no more than £16,190, as 

assessed by Her Majesty’s Revenue and Customs, and are not in receipt of Working Tax 
Credits (except during the four-week period immediately after their employment ceases, or 
after they start to work less than 16 hours per week). 

 
 
 
Capita Online Portal for Two Year Old Eligibility Checks 
 
Parents/carers can register on the Capita Portal available online at 
https://ems.calderdale.gov.uk/CitizenPortal_LIVE/Account/Login?ReturnUrl=%2fcitizenportal_live  to 
check for eligibility for their two year old.  The system will allow checks up to 15 weeks before a child 
becomes eligible according to the relevant dates on page 2.  Parents/carers will receive immediate 
notification if they are applying under the economic criteria.   
 
They can also apply under the non-economic criteria (e.g. where the child is in receipt of DLA, has a 
statement of special educational need or an Education, Health and Care Plan or has left the care of 
the Local Authority).  In these cases, they are required to attach relevant documentation to support 

https://childcare-support.tax.service.gov.uk/
https://childcare-support.tax.service.gov.uk/
https://ems.calderdale.gov.uk/CitizenPortal_LIVE/Account/Login?ReturnUrl=%2fcitizenportal_live
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their claim, which the Local Authority will review.  These parents/carers will receive an email notifying 
them of the outcome of their claim.   
 
Parents/carers are also able to print a letter, which they can then use as evidence of their entitlement 
to a free place together with their child’s birth certificate/’Red Book’ or other similar identifying 
document.  The system can also be accessed via tablets and smartphones; where parents present 
these in a setting, the provider is advised to request additional ID to verify a parent’s name and 
address as well as the usual checks it will carry out on a child’s ID. 
 
Providers may also check a child’s eligibility by using the Two Year old Funding Portal available to 
them within the Provider Portal.  They will be completing an eligibility check by means of an ‘assisted 
application’ on behalf of the parent. 
 

 
 
Guidance on how to complete an Assisted Application is available via the Portal and also online at 
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html 
 
Marketing materials to support providers in promoting the two year old entitlement are available free 
of charge from the Local Authority. 
 
 
Procedures for Claiming Funding 
 
Provider Portal 
 
All claims for funding should be submitted via the online Capita Provider Portal.  No payments will be 
made for any data submitted using any other methods.  There is no charge to providers for accessing 
the system but providers must ensure they have secure internet access to be able to log onto the 
system.   
 
The timetable for funding claims can be found at 
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html  
 

http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html


9 | P a g e  
 

The Provider Portal can be accessed via the following URL: 
https://ems.calderdale.gov.uk/ProviderPortal_LIVE/Account/Account/Login 
 
Guidance on how to submit claims is available via the Portal and also at 
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html.   
 
 
Funding Periods 
 
From 1st April 2015 Early Education Funded (EEF) weeks has no longer been linked to School Term 
dates.  The 570 (or 1,140) hours annual entitlement to early education will be allocated as follows; 
 
Funding Period Maximum FTE Number of Hours 
1st April – 31st August 180 (360 where a child is eligible) 
1st September – 31st December 210 (420 where a child is eligible) 
1st January – 31st March 180 (360 where a child is eligible) 

 
As these funding periods no longer directly correspond to local school term dates providers have 
more flexibility about how they can deliver the funded entitlement.  Where the academic weeks fall 
short within a particular financial year, providers will not be expected to provide 38 weeks in that 
financial year (i.e.  April to March) but must provide 38 weeks in the academic year (i.e. September to 
July).   
 
Indicative Budget Statements 
 
The Local Authority has a statutory duty to provide all Early Education providers with an indicative 
(estimated) annual budget statement by the 31st March of each year.  The statement is calculated by 
using the number of funded hours in each funding period of the previous financial year and applying 
the funding rates for the relevant financial year. 
 
This methodology can be a reliable indicator in the majority of cases where known change is not 
happening and assuming a similar distribution of children.  The amounts stated are only projections 
and do not reflect the actual funding levels or individual allocations each year to providers. 
 
The information used to prepare the factual statements is gathered from the Provider Portal and the 
Funding Period Tasks as below. 
 
Forecast and Actual Tasks 
 
There are two key tasks relating to each funding period; the Forecast Task and the Actual Task: 
 
Forecast (Estimate) Task and Associated Payments 
 
Forecast payments are based on the number of estimated children and hours submitted online via the 
Forecast Task on the Provider Portal.  A Forecast claim should include the total number of weekly 
funded hours for all the funded children expected to be attending in the following term.  If providers do 
not expect to have any funded children they are not required to submit a Forecast Task.  They are still 
able to submit an Actual Task if funded children do wish to access a place at their setting after the 
Forecast Task has closed.  The Forecast payment is comprised of 90% of the total hours expected to 
be funded calculated using the base funding rates on page 5.    90% of any Quality Supplement will 
also be paid at this point for eligible settings. A report is available via the Provider Portal to record any 
payments made as a result of this Task being completed.   
 
 

https://ems.calderdale.gov.uk/ProviderPortal_LIVE/Account/Account/Login
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
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Actual Task and Associated Payments 
 
Actual payments are based on the number of actual children and hours submitted online via the 
Actual Task on the Provider Portal.  The Actual payment is comprised of 10% of the total hours 
expected to be funded calculated using the base funding rates on page 5.  The remaining 10% of any 
Quality Supplement will be paid at this point for eligible settings. Deprivation Supplement and Early 
Years Pupil Premium (EYPP) will also be paid at this point for eligible children; therefore providers will 
be required to submit parental data for uploading to the Eligibility Checking Service.  A report is 
available via the Provider Portal to record any payments made as a result of this Task being 
completed.   
 
Note:  Before including any two year old children on any of the Tasks, providers must check the 
child’s eligibility.  This can be done by viewing a copy of the child’s eligibility confirmation voucher, 
completing an Assisted Application or ringing the Local Authority.  Failure to do so will result in non 
payment of any funding claimed for such a child. 
 
The Annual Early Years Census 
 
All providers included on the list of Approved Providers must complete and annual early years census 
return in the Spring funding period, with the exception of academies and those providers who have no 
funded children at the time of the census. 
 
The annual census date is the third Thursday in January.  The census information must relate to the 
number of staff registered at each provider during the week of the census.  The deadline for 
submitting the census will be the date supplied by the Local Authority.  Guidance on completing the 
Census form will be issued by the Local Authority. 
 
Census information is collected at two levels: 
 

 Establishment data, including details of numbers of qualified staff. 
 Child data (details about individually funded 2, 3 and 4 year olds and submitted via the 

Provider Portal). 
 
The information provided on the Census form is used by Central Government to determine the Local 
Authority’s early years funding allocation; therefore it is imperative that all such information is 
received.  Failure to submit a census return will affect all providers’ funding. 
 
 
Eligibility for, and Use of, the Deprivation Supplement 
 
The Deprivation Supplement is paid to settings for the funded free entitlement provided to children 
from low income families (defined as meeting the criteria for FSM), children that have been looked 
after the Local Authority for at least one day, have been adopted from care, have left care through a 
special guardianship order; and children subject to a child arrangement order setting out with whom 
the child is to live (formerly known as a residence order).  The eligibility criteria for FSM can be found 
on page 9.  The purpose of the Deprivation Supplement is to allocate funding to support vulnerable 
children’s learning and target under-achievement amongst funded children by providing additionality 
to promote their opportunity to achieve at equivalent levels to other children and, where it is needed, 
to fund a FSM for any eligible child.  The Deprivation Supplement must be used to target under-
achievement by, for example, purchasing specialist skills or resources, providing or attending training, 
providing focused additional staffing above minimum staffing ratios, providing additional hours free of 
charge (beyond the funded free entitlement) and, where appropriate, helping parents of vulnerable 
children to support their children’s learning or providing FSM or a paid for meal. Eligible children for 
whom payments have been made are identified by the letters FSM (Free School Meal) or LAA 
(Looked After in the Authority) on a funding report available via the Headcount Portal. 
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Deprivation Supplement is paid on an ‘ever’ basis for an eligible 3 or 4 year child and so even if a 
child’s family circumstances change, they will continue to attract the Deprivation Supplement.   
 
The Finance Team has developed a useful monitoring tool, which providers may wish to use to assist 
in the monitoring of the Deprivation Supplement they receive.  This is available free of charge upon 
request from the Finance Team on 01422 392581. 
 
Eligibility for, and Use of, Early Years Pupil Premium (EYPP) 
 
EYPP is paid to settings for the funded free entitlement provided to 3 and 4 year olds from low 
income families (defined as meeting the criteria for FSM), children that have been looked after the 
Local Authority for at least one day, have been adopted from care, have left care through a special 
guardianship order; and children subject to a child arrangement order setting out with whom the child 
is to live (formerly known as a residence order).  This must be used to provide additionality to support 
eligible children’s learning needs.  EYPP is paid on an ‘ever’ basis for an eligible child and so even if 
a child’s family circumstances change, they will continue to attract the EYPP.  Further information on 
the EYPP is available in Appendix 2. Eligible children for whom payments have been made are 
identified as ‘eligible’ on the EYPP Report available via the Headcount Portal. 
 
Eligibility for the Quality Supplement 
 
The Quality Supplement is paid to settings who can demonstrate they employ a Qualified Teacher, 
Early Years Professional, Early Years Teacher or Level 6 Graduate Leader with appropriate 
qualifications who works directly with the funded children for a minimum period of half the hours 
offered by the setting as free entitlement for eligible children.  Details of acceptable Level 6 
qualifications can be found below:  
 

 Ordinary Degrees and Honours Degrees at Level 6 in early years, childcare and playwork with 
an element of assessed performance (such as a practitioner option) will be considered full and 
relevant for the purpose of registration and regulation, which means anyone holding this 
qualification can count in the qualified ratio of staff at Level 3. 

 
 Certificate of Education and Bachelor of Education and PGCE and QTS (The teaching 

qualifications listed here are appropriate to be counted in the qualified staff ratio at Level 6 if 
gained in the Foundation Stage or Key Stage One.) 

 
 Ordinary Degrees and Honours Degrees in early years, childcare and playwork with no 

element of assessed performance (such as a practitioner options) will not be considered full 
and relevant for the purposes of registration and regulation, which means anyone holding this 
qualification cannot count in the qualified ratio of staff at Level 3 and will be required to 
undertake additional training and development and are advised to take a route to Early Years 
Professional Status. 

 
It is the responsibility of the EEF Provider to provide the Local Authority with appropriate evidence of 
qualifications before they can qualify for payments.  Any EEF Provider in receipt of the Quality 
Supplement must immediately inform the Local Authority if they cease to comply with the above 
criteria. 
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Entering Data for Funding Claims 
 
Extreme care should be taken to ensure all data is entered by the specified deadlines.  An email is 
automatically sent to the registered user’s email account each time a Task is opened.  Providers are 
strongly advised to read the Announcements section when starting any Task as this contains key 
information, including what data is required and the deadline by which it must be submitted.  Tasks 
cannot be re-opened after the deadline date has passed and this means providers will not receive 
any payment for that Task.   
 
Care should also be taken to ensure all data is entered accurately particularly when adding children’s 
and parents’ core details and attendance information.  The child’s full legal name (according to the ID 
supplied by the parent) should be entered. 
 
 
Parental Agreements / Declaration Forms 
 
A Parent Agreement/Declaration Form must be completed and signed for all eligible children before 
commencement of the free place.  These form the contract with the parent on which the provider is 
authorised to draw down the early education funding.  Sample forms for providers to use are available 
at http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html. 
 
It is recommended that a copy of the Parent Agreement/Declaration Form, any key facts about the 
childcare setting and copies of any relevant policies and procedures are given to the parent in good 
time and where possible, before their child becomes eligible for a free place.  Copies of marketing 
materials for the two year old entitlement and the three/four year old entitlement are available to 
providers upon request.   
 
The provider should request the parent brings in suitable ID (such as the child’s birth certificate, ‘red 
book’ or passport) to verify the child’s birth date and address prior to offering a place.  The Local 
Authority will require sight of any Parent Agreement/Declaration Forms as part of the audit process, 
so providers are strongly advised to store these in accordance with the Data Protection Act 1998. 
 
Staggered Intakes 
 
Providers may wish to stagger new intakes for practical reasons to meet the specific needs of new 
children.  Providers must be able to evidence that they have balanced the interests of all parties when 
staggering an intake.  It is generally recommended that staggered intakes do not exceed two weeks 
and no payment can be claimed for these weeks if a child is not in attendance.  The transitional 
arrangements for children with special educational needs or a disability (SEND) may need to continue 
beyond a two week period and the Local Authority will consider the most appropriate allocation of 
funding in these circumstances.  Providers should amend the child’s Term Start Date on the Provider 
Portal to the actual date they started; funding will be calculated accordingly. 
 
Children Moving During the Term 
 
Children can transfer between providers at any point in the term until the  Actual Task has closed.  
Any transfers are subject to notice periods in parental declaration forms/parental contracts.  The 
Local Authority will only honour funding within any one funding period to a maximum of four weeks.  
Providers should inform the Local Authority of any children leaving their setting via the appropriate 
task on the Provider portal.   
 
Changes to Attendance Hours / Days 
 
If a child changes their attendance hours/days during the term, the claim should be adjusted at the 
Actual stage.  A new Parental Declaration Form should be completed by the parent.   

http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
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Duplicate Claims / Apportionments 
 
If a claim is received from two providers in respect of the same child and both providers have signed 
parental declaration forms in place, funding will be paid on a pro-rata basis by the Local Authority, if 
no agreement can be reached.   
 
Exceptional Circumstances 
 
Where providers have taken in a child facing exceptional circumstances such as safeguarding, 
domestic abuse, SEND, multiple and significant challenging changes affecting the family, they should 
contact the Local Authority for advice on funding arrangements.  This will particularly apply if all 
funding tasks have closed or a request for double funding is being made.  All such requests will be 
considered on merit and are at the discretion of the Local Authority.  If any request is rejected and no 
funding is to be provided, the provider may choose to offer a free place anyway. 
 
 
Other Changes 
 
It is inevitable that there will be other circumstances in which children who are in receipt of funding 
are changing their funding arrangements.  Please contact the Early Years & Childcare Sufficiency 
Team on 01422 392695 to discuss these prior to agreeing to any changes. 
 
Notice Periods 
 
Notice periods should be clearly indicated to parents in any EEF Provider’s own policies/parental 
declaration forms/welcome packs/contracts etc.  The Local Authority will pay an EEF Provider a 
maximum of four weeks’ notice period for any child leaving the setting where the EEF Provider can 
produce a signed parental declaration form.  No notice can be paid for any child who leaves where 
there is no signed agreement between the parent and EEF Provider.  No further funding can be paid 
for any child at a second provider where they are still serving notice at the first provider.  EEF 
Providers should therefore not accept in children for funded sessions at any point during a Funding 
Period without checking that appropriate notice has been given at the first provider.  Specific 
arrangements are in place for children in receipt of the 30 hours entitlement whose parents fall out of 
eligibility. the LA will complete audit checks to review the validity of eligibility codes for children who 
qualify for 30 hours funded childcare at a minimum of 6 fixed points in the year, both at half-term and 
at the end of term across the year (in line with the dates as listed at table A below).  It is the LA’s 
responsibility to notify a provider where a parent has fallen out of eligibility and inform them of the 
grace period end date.   
 
Date Parent receives ineligible decision on 
reconfirmation: 

LA audit date: Grace Period End  
date: 

1st Jan – 10th Feb  11th  February  31st March  
11th Feb – 31st March  1st April  31st August  
1st April – 26th May  27th May  31st August  
27th May – 31st August  1st September  31st December  
1st September – 21st October  22nd October  31st December  
22nd October – 31st December  1st January  31st March  
 
 
Stretching the Entitlement 
 
Some parents may wish to stretch the entitlement over the school holidays by taking fewer hours 
each week over more weeks of the year.  Children cannot receive more than their maximum 
entitlement of 570 (or 1,140) hours within the financial year (April – March).  There is no requirement 
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on any individual provider to deliver a stretched offer and parents do not have the right to demand 
one.  The EEF stretched offer can have several benefits for both provider and child.  However, it is 
vital it is managed correctly to ensure that providers and parents are aware of the pros and cons of 
different models; for example, children may not be able to access their full entitlement if a stretched 
offer is chosen.  Funding cannot be stretched over more than one academic year. The minimum and 
maximum session lengths still apply when a stretched offer is in place.  Information on stretching the 
entitlement can be found at http://www.calderdale.gov.uk/education/childcare/care-providers/funding-
financial.html . 
 
Children from Neighbouring Local Authorities 
 
The Local Authority will fund places for children who live outside the Local Authority who meet all the 
eligibility criteria and who wish to access their entitlement at a provider in Calderdale.  Reciprocal 
arrangements are in place with neighbouring Local Authorities for children resident in Calderdale who 
wish to access a place outside of the Local Authority.  Lists of ‘out of area’ children are exchanged 
with neighbouring Local Authorities on a termly basis to ensure no child is accessing more than their 
free entitlement. 
 
Children with Special Educational Needs and Disabilities (SEND) 
 
It is acknowledged that some children with SEND may find it difficult to access the entitlement without 
additional support.  Advice is available from the Portage and Early Years Support Teachers Team on 
01422 392579.  Providers may be able to apply for additional Inclusion Funding to enhance ratios to 
support children to access the free entitlement.  Please call 01422 394165 for more information. 
 
Disability Access Funding (DAF) is paid to Early Education Providers at the rate of £615 per year for 
any three or four year old in receipt of Disability Living Allowance who is taking up any part of their 
funded entitlement.  The payment cannot be split between providers where an eligible child splits their 
entitlement to the funded hours; the parent is required to nominate their preferred setting.  No funding 
will be transferred or recouped in the event that a child moves or leaves an early education provider.  
The purpose of DAF is to aid access to funded childcare places for disabled children.  Any payment 
of the DAF shall be subject to verification of a child’s eligibility using the designated Government 
checking system.  
 
 
Invoicing for Additional Services 
 
It is acknowledged that it is not the role of the Local Authority to determine the charges a provider will 
make for any additional services a parent may wish to purchase.  These charges are to be agreed by 
the provider and the parent and the Local Authority will not intervene in the event of any dispute.  
Government funding is intended to cover the cost to deliver 15 or 30 hours a week of funded, high 
quality, flexible childcare.  It is not intended to cover the cost of meals, consumables, additional hours 
or additional services.  The provider can charge for meals and snacks as part of a funded entitlement 
place and they can also charge for consumables such as nappies or sun cream and for services such 
as trips and yoga.  These charges must be voluntary for the parent.  Where parents are unable or 
unwilling to pay for meals and consumables, providers who choose to offer the funded entitlements 
are responsible for setting their 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.  The provider 
should deliver the funded entitlements consistently so that all children accessing any of the funded 
entitlements will receive the same quality and access to provision, regardless of whether they opt to 
pay for optional hours, services, meals or consumables.   
 
 
 
 

http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
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Attendance Monitoring 
 
Providers should promote good attendance and must record the times of arrival and departure of all 
funded children using a method which meets the requirements of Ofsted and the Local Authority’s 
audit processes.  A suggested format is available from the Finance Team on 01422 392581.  
Attendance records of funded children should be monitored regularly on a daily or weekly basis and 
any remedial action should be taken in line with the provider’s Attendance Policy.  Further guidance 
on children’s attendance and absence management is available in the Provider Agreement.   
 
Children’s Holidays 
 
Children may be absent due to family holidays.  Funding will be paid for a child that goes on holiday 
for a period of up to four weeks in any one Local Authority designated Funding Period.  If a child goes 
on holiday for a period of longer than four weeks, only four weeks will be funded and the parent will 
be liable for any additional weeks.  This should be made clear in the Early Education Provider’s own 
attendance / absence management policy and on the Parental Declaration form as appropriate.  
Further guidance on children’s holidays is available in the Provider Agreement. 
 
Children’s Illness 
 
If a child is unable to attend due to serious illness, a place may be held and funding can be claimed in 
full where the child is expected to return within the same half term.  A doctor’s note/medical statement 
can be requested at the Early Education Provider’s discretion.  Further guidance on children’s 
illnesses is available in the Provider Agreement.   
 
 
EEF Providers’ Closures 
 
EEF Providers will not be funded for any period of closure which lasts longer than five days.  This 
applies whether the reason for the closure was planned or unforeseen (for example, planned building 
/ redecoration work).  Exceptions may apply for periods of industrial action.  It is accepted that an 
EEF Provider may have no alternative but to close for occasional days in certain circumstances such 
as heating breakdowns etc.  The period of closure must be notified to the Local Authority as soon as 
possible.  Funding will not be recouped unless the period of closure lasts longer than five days and 
EEF Providers should put in place strategies to deal with the problem.  It may be possible for a 
provider to retain funding in the event that they are able to offer the additional days to all eligible 
parents later on in the same funding period.   
 
EEF Providers may claim up to five separate training or staff development days in any one Local 
Authority academic year.  Parents should be notified of these dates as soon as possible and with at 
least 28 days’ notice.  The Local Authority must also be notified.  Funding will not be recouped.   
EEF Providers who are open for more than 38 weeks / year may wish to consider offering additional 
funded sessions outside of the Funding Period to children who have ‘lost’ days through such closures 
but there is no obligation to do so.  EEF Providers may not take all of these five days in one block. 
 
 
Data Protection Act 1998 
 
Early Years and Childcare Providers, Schools, Local Authorities, the Department for Education (DfE) 
and other bodies that process personal data about children and staff are required by the Data 
Protection Act to issue a Privacy Notice to parents / children and young people, and staff to inform 
them of the purposes for which that personal data is being held and what it will be used for.  Details of 
any organisations with which the Local Authority and DfE share data are contained on the Local 
Authority and DfE websites, with links from the Privacy Notices.  This means that Privacy Notices only 
need to be issued once and not each time there is change to whom data is shared with or how the 
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data is used.  Any changes to the details of organisations with which school or Local Authority data is 
shared can by updated on the Local Authority and DfE websites.   
 
A single, short and easily understandable Privacy Notice can be provided to parents/carers by the 
early years and childcare provider at the same time as other communications (for example, as part of 
an induction pack, or posted on the provider’s notice board.) For more information please refer to 
http://www.calderdale.gov.uk/education/parents/childrens-records/ 
 
Local Authority Audit Process 
 
The Local Authority will audit a sample of providers each year in accordance with the Provider 
Agreement.  This is primarily to ensure that funding is being claimed, and paid, correctly and that 
parents receive their child’s entitlement free at the point of delivery from the date their child becomes 
eligible.  Providers will be contacted by telephone by the Finance Team to arrange a convenient time. 
 
Providers should expect a typical audit visit to last between 3 and 4 hours and during a routine audit 
the most recent complete term’s funding claim will be checked.   
 
The Finance Team will be checking: 
 

 The Early Education offered complies with the Provider Agreement and Statutory Guidance 
for Early Education and Childcare 

 The attendance of a sample of funded children who were on the provider’s headcount 
submission 

 Parent Agreements are completed and signed 
 Copies of appropriate child ID have been seen for all funded children 
 Invoices/statements are issued and clearly identify the free entitlement hours funded by the 

Local Authority 
 Financial controls are adequate and that the Early Education Funding has been appropriately 

accounted for in the provider’s annual accounts. 
 EEF payments, including any supplements, are appropriately accounted for 
 Appropriate governance is in place. 

 
An audit report will be sent approximately 10 working days after the audit visit and this details any 
actions required by the provider.  If the audit identifies any incorrectly or falsely claimed funding, it will 
be recouped from the provider by means of an invoice.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.calderdale.gov.uk/education/parents/childrens-records/
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Further Advice and Support 
 
General information to support childcare and early years providers is available online at 
http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html.  Sample 
Parental Declaration Forms, funding leaflets, sample marketing materials and business support tools 
are all available for download.   
 
Providers should consider signing up to receive the twice monthly E-Bulletin issued by the Early 
Years & Childcare Team.  This is a round up of national and local news and initiatives and includes 
useful information on current funding arrangements.  Email fis@calderdale.gov.uk with your name, 
setting and email address to be added to the circulation list. 
 
 
Useful Contacts 
 
Early Years & Childcare Sufficiency Team  
Josephine Clay /  Early Years & Childcare Sufficiency Officers  
Tracy Hilton  Tel:  01422 392576 / 2695   
   Email: eef@calderdale.gov.uk / fis@calderdale.gov.uk    
 
Nikki Wood  Senior Early Years & Childcare Sufficiency Officer Tel: 01422 392694 
 
Martyn Sharples  Senior Finance Officer    Tel: 01422 392719 
 
Rachael Burdin  Finance Officer     Tel: 01422 392581 
 
Gill Holden  Senior Quality Improvement Officer   Tel: 01422 394193 
 
Julia Lumb  Senior Portage and Early Years Support Teacher Tel: 01422 392565 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.calderdale.gov.uk/education/childcare/care-providers/funding-financial.html
mailto:fis@calderdale.gov.uk
mailto:eef@calderdale.gov.uk
mailto:fis@calderdale.gov.uk
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Appendix 1 Funding Periods Frequently Asked Questions 
 
1. Why has the Local Authority Changed from ‘Terms’ to ‘Funding Periods’? 
 
The move to funding periods means that these now relate directly to the terms issued by the DfE 
indicating when a child becomes eligible for their entitlement.  This should make it easier for providers 
to ensure that all children receive their full entitlement of 570 hours over no fewer than 38 weeks.  
Providers are free to deliver the funded free entitlement as they see fit, provided no child receives 
more than 15 hours / week and 570 hours / year.   
 
2. If the Spring Term is Only 11 Weeks in Length how Many Hours of Funding Should 

Providers Claim? 
 
Providers can claim for the full 180 hours (=12 weeks) if they can deliver the full hours for each child 
who wants it, to a maximum of 15 hours / week.  Providers could use the additional week (beyond the 
school Spring Term) for example, to choose to deliver over the half term period, deliver into the 
Easter holiday period or ‘roll’ a week’s worth of funding over to the next funding period.  Funding may 
only be rolled over into the next immediate funding period and must be used within that period. 
 
3. We Have a Child Starting at Half Term, How Many Hours do we Claim? 
 
Unless the child is taking up a stretched offer, the maximum number of hours that could be claimed 
would be up to 15 hours per week, for each child who wants it, for the remaining weeks up to the end 
of the Funding Period that the setting is delivering early education within.  In the case of a stretched 
offer, there must be a plan agreed with the child’s parents and the Local Authority, showing how the 
annual entitlement up to a maximum of 570 hours will be claimed after deduction for any hours 
received at other settings or school since the child became eligible for the entitlement at 3 or 4 years 
old.  The date that the child starts receiving funding will be subject to a notice period if they have been 
in receipt of funding at another setting since the start of the funding period. 
 
4. We Have a Child Leaving at Half Term, What Will the Local Authority Claim Back? 
 
The current rules around notice periods continue to be applied.  Subject to adjustment for a notice 
period we would reclaim the difference between the number of hours claimed and the number of 
hours taken up at the setting within the funding period and in accordance with the Parental 
Agreement and details submitted to the Local Authority. 
 
5. How Should We Account for any Funding We have Rolled Forward?  Can We Roll it 

Over our Financial Year End? 
 
It is the responsibility of the provider to manage their finances appropriately; consideration should be 
given to keeping a small amount of the funding in reserve from shorter terms to support delivery in 
longer terms.  In the majority of cases, providers’ financial year ends will fall at the end of one of the 
Funding Periods.  Unless you are providing a stretched offer, the most likely time for funding to 
extend across a financial year end will be when it is not possible to deliver 12 weeks entitlement 
between the 1st January and 31st March.  For those providers with a year ending on 31st March, they 
would then need to consider accruing the funding for 1 week to cover the cost of delivering that 
provision in the following financial year.  It may be more difficult to identify the amount to accrue for 
stretched offers as it may differ for individual children and you will need to plan to reserve funds to 
support the delivery of each child’s annual entitlement.  We expect providers to show the funding 
separately from other grants and fee income in the financial year that payments are received.  
Providers should seek advice from their accountant or financial advisers how best to deal with 
transactions over their financial year end.   
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6. Can We Still Offer a Stretched Offer? 
 
Stretched offers can still be offered and are actively encouraged for some children.  Claim on your 
headcount submissions in the usual way as before.  Parents will need to understand that the option of 
greater flexibility may result in not being able to access their child’s full entitlement.  It is vital that 
providers explain this to parents interested in stretching. 
 
7. Does This Mean We Can Offer a Staggered Intake for Some Children? 
 
The funding provided for a child for a specific funding period should support delivery of the 
entitlement within that funding period, providing that it is practical within the time available.  If the 
funding period provides sufficient time to allow all children to receive their funded entitlement for that 
funding period whilst staggering the start dates then this is acceptable.  The setting can charge 
parents for additional hours (beyond the hours claimed as the funded free entitlement) within the 
funding period where those charges have been agreed with parents in advance.  Providers can only 
roll forward one week’s funding into the next funding period, so any decision to do so could result in 
the loss of funding in a later funding period. 
 
8. We are Open for Fewer Than 38 Weeks / Year, What Should We Claim for? 
 
Settings which are open for fewer than 38 weeks in any one year should only claim for the actual 
number of weeks they are actually open.  They cannot claim the full 570 hours as they are unable to 
deliver it.  Parents should be made aware of this and informed they will be unable to claim the 
remaining hours elsewhere. 
 
9. Our Parental Declaration Form / Parents Information Booklet References Spring / 

Summer / Autumn Terms.  Should We Change it? 
 
You are recommended to review any parental documentation to ensure it matches how you intend to 
claim and deliver the funded entitlement.  You are also required to make your funding offer clear to 
parents.  This should state the weeks they will be able to claim their funded hours, non-funded weeks 
and closure weeks. 
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Appendix 2  Early Years Pupil Premium (EYPP)  
 
From April 2015 providers will receive 53p per hour for each eligible child as their EYPP payment, in 
addition to the rate for the funded entitlement.  All registered early years providers, including nursery 
classes in maintained schools and academies, that take children for the funded early education 
entitlement will be eligible to claim the EYPP for eligible three and four year olds.   
 
Children attending a primary school reception class already receive the school age pupil premium, 
and therefore will not be eligible for the EYPP. 
 
Three and four year olds will be eligible if they fall within the eligible dates on page 6 and meet at 
least one of the following criteria: 

 Their family gets one of the following: 
o Income Support  
o income-based Jobseeker’s Allowance 
o income-related Employment and Support Allowance  
o support under part VI of the Immigration and Asylum Act 1999 
o the guaranteed element of State Pension Credit 
o Child Tax Credit (provided they’re not also entitled to Working Tax Credit and have an 

annual gross income of no more than £16,190) 
o Working Tax Credit run-on, which is paid for 4 weeks after they stop qualifying for 

Working Tax Credit 
o Universal Credit. 

 They have been in local-authority care for one day or more in England or Wales. 
 They have been adopted from care in England or Wales. 
 They have left care under a special guardianship order or residence order in England or 

Wales. 
 
For most children, the Local Authority receiving funding for the early entitlement for a particular child 
will be responsible for carrying out the EYPP eligibility checks for that child.  For children who are 
looked after (CLA), the Local Authority who has responsibility for the child will need to identify eligible 
children though the Virtual School Head.  Providers may also be able to supply evidence of a child 
who is looked after’s eligibility with the permission of the parent/carer. 
 
Providers must submit data on parents/carers, including their name, date of birth and National 
Insurance or NASS number for a check to be done under the economic eligibility criteria.  This data is 
submitted via the Capita Provider Headcount Portal.  The parent/carer should be informed that any 
personal details they provide will be used for the purposes of checking eligibility for the EYPP.  Data 
can be initially gathered via the Parental Declaration form or contract.  Leaflets advertising the EYPP 
to parents are available to all settings on request.  For PVI providers, the Local Authority will check 
eligibility after the end of the Adjustment Task to ensure any late starters are included and to pay the 
correct EYPP allocations for children who have moved settings during the funding period.  The Local 
Authority is required to check children’s eligibility once a year.   
 
Parents will not be notified by the Local Authority of their child’s eligibility.  Providers will be able to 
identify which children are eligible from the data on their headcount portal and from their funding 
reports.  They can choose whether to inform parents of the outcome of the check and to confirm 
whether or not the child is eligible for the EYPP.   
 
The Local Authority will fund providers for the EYPP based on the number of hours of early education 
a child receives.  An important principle of the EYPP is that the funding follows the child subject to 
any notice periods in place.  This means that if a child moves to a different provider during the year, 
the Local Authority will determine the allocation of EYPP that is proportionate to the number of hours 
of early education that a child takes up at the new provider.  Moving between providers should not 
result in loss of funding by providers as this should be calculated on the adjusted number of hours. 

https://www.gov.uk/income-support
https://www.gov.uk/jobseekers-allowance
https://www.gov.uk/employment-support-allowance
http://www.legislation.gov.uk/ukpga/1999/33/part/VI
https://www.gov.uk/pension-credit/overview
https://www.gov.uk/child-tax-credit/overview
https://www.gov.uk/working-tax-credit
https://www.gov.uk/working-tax-credit
https://www.gov.uk/universal-credit
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The aim of the EYPP is to close the gap between children from disadvantaged backgrounds and their 
peers by providing funding to early years providers to help them raise the quality of their provision.   
Providers will be held to account for the quality of the early education that they provide to 
disadvantaged children through Ofsted inspection. 

 
                                                                                                                                                                                                                                               
                               


