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1.Introduction

The Online Provider Portal is a secure website where Harrow early years childcare
providers can input and submit the termly headcount funding for funded 2, 3 and 4 year
olds. The Portal provides easy access to make funding claims and view payment
breakdowns.

This document contains user guidance to help you access the Provider Portal to view and
submit the following:

1 2 year old funding

1 3 & 4 year old funding

And also to submit any relevant Online Forms for the service, such as:
1 2 Year Old Funding Eligibility Check
1 Leavers Form for Funded Children

Note: Some additional forms will be required outside of the portal, which forms part of the
overall claims process; these can be found on the Harrow Early Years website

Disability Access Fund Form (DAF)
Send Inclusion Funding Form
Parent/Carer Declaration Form
Provider Declaration Form (annually)
Quality Supplement Application Form

= =4 =4 -4 -9

Harrow Families Information Service team will:

1 Relay any updates in regards to the provider portal at the termly Harrow Early Years
Forums.

91 Provide a portal guidance document, covering step by step processes to portal
usage.

1 Provide phone support to all PVI6 ,hildminders and academies with the operational
usage of the system.

1 Provide user access to the system (for those who are offering free early years
entitlements).

1 Undertake termly audits to review submitted data quality and integrity.

1 Notify providers of updates/changes to the system accordingly.

Childcare providers should:

1 Ensure that accurate information about children attending their setting is submitted
by the set dates (see the Key Funding Dates in the Handbook for Early Years
Providers).

Ensure accurate data is submitted.

Ensure access is only granted to authorised management personnel to submit the
funding claims and online forms on behalf of the setting.

1 Co-operate fully with the audits as and when required by a designated Harrow

Council Officer.

1 Ensure all staff comply with the Data Protection Act 1998 and the General Data

Protection Regulations (GDPR) 2018 (see page 23 of the Handbook for Early

Years Providers).
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Inform all relevant staff about updates or changes to the system.

Comply with relevant legislation and financial requirements.

Deliver the free entitlements to all eligible parents/carers and be clear about any
additional services and charges.

Retain any parental consent documentations relating to claims and submissions.
Make parents/carers aware of the Harrow Council Privacy Notice when submitting
information

= =4 =4
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2.Important Information Before Claiming

Parent/Carer Declaration
As providers, it is your responsibility to:

1 Ensure that you have a signed declaration in place for all children that you are
making a claim for. If you do not have a signed agreement/contract in place you do
not have consent from the parent/carer to make a claim.

1 Ensure that parents/carers are informed of the notice periods stated in the
declaration. It is the responsibility of the provider to ensure that notice periods are
agreed with families when a child registers at a setting. These notice periods will not
be part of the funding unless the child is in attendance for the whole period.

1 View proof of the child's date of birth i.e. copy of birth certificate/passport. We will
perform periodic audits to verify that details submitted correspond to claim
information held on the portal.

Security
The Provider Portal is a secure system. In order to maintain this; the following guidelines
need to be followed:

1 Keep your login details secure.

1 Do not share your login details with anyone else.

1 Remember that the Portal when accessed online is secure; if you chose to print
information from the portal or access the portal in a public location you need to take
the relevant precautions around GDPR (please see the ICO website).

1 Always remember to logout of the Portal system when not in use to prevent
inappropriate access to the system and loss of data (the Portal will automatically
logout after a prolonged period of inactivity).

Stretched Hours
1 Itis possible to stretch the funding entitlement over the academic year i however this
is a matter for the settings and when submitting a claim please base this on the usual
funded 38 weeks. When inputting the attendance for these children you need to
'standardise’ the hours and weeks for that term.

For a full and complete guide to the funding process please refer to the Handbook for Early
Years Providers on the Early Years website. This will include:
1 Number of funded weeks (see the Key Funding Dates in the Handbook for Early
Years Providers).
General Data Protection Regulations (GDPR)
Privacy Notice
Appeals
Complaints

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

Please review your register to ensure that you claim for the exact number of children
that are entitled to the funding.

If you have any issues accessing the Portal please contact FIS via email
fis@harrow.gov.uk or call 020 8901 2690 (option 1).

3.Revised Claim Submission Actions

2 Year olds

Key Action Steps to Submit Information

Existing 2 year old claims | Save and submit existing child Existing children from the previous
records each term, making any | term will already be listed on the
necessary amendments Provider Portal but still need to be
re-submitted for the current term (if
the child is no longer at the setting
please delete the child record and

submit it).
New 2 year old claims Add the new child on the Refer to the Funding section in
Provider Portal and submit this Provider Portal guidance
document.

The od ecgedn will need to be
completed with the evidence of
eligibility (letter/email/out of
borough letter).

If the child is from another borough
the eligibility evidence should be
sent securely to FIS (through
Egress).

Submit a 2 year Old To check the eligibility for new 2 | Refer to the Forms section in this
Funding Eligibility Check | year old claims (where by they Provider Portal guidance

have not received an eligibility document.

letter) please complete the
Eligibility Check Form on the
Provider Portal under the
OFormso6 section
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Existing 3 and 4 year old
claims

New 3 and 4 year old
claims

30 Hour claims

EYPP

Quality Supplement Form

Flexibility Supplement

IDACI Supplement

ﬁe@m@w Familieg
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Save and submit existing child
records each term, making any
necessary amendments

Add the new child on the
Provider Portal and submit.

Validate/check code on the

OEIl i gi bil ionthe Ch
Provider Portal. Ensure that the
code dates are valid for the
appropriate term and submit
claims making sure you
complete the parent/carer
section and tick the 30H box.
Add the extended hours
accordingly

Complete the parent/carer
section of the child record and
tick the EYPP box

Complete the Quality
Supplement Form on the Early
Years website. The completed
form should be sent securely to
FIS (through Egress)

Automatically applied

Automatically applied

Page 6 of 32

Existing children from the previous
term will already be listed on the
Provider Portal but still need to be
re-submitted for the current term (if
the child is no longer at the setting
please delete the child record and
submit it).

Refer to the Funding section in
this Provider Portal guidance
document.

Refer to the Funding section in
this Provider Portal guidance
document.

Refer to the Funding section in
this Provider Portal guidance
document.

Before completing this section for
EYPP, check that the parent/carer
meets one or more of the eligibility
criteria as set in the Handbook for
Early Years Providers

To be submitted termly should you
wish to access this supplement.

Captured from information
supplied in your Spring Term Early
Years Census form.

Captured from the LSOA using the
chil doés (ipachkildis od e
eligible for this, their record will
have DA1, DA2 or DA3 next to
their name). These are bands of
deprivation all of which attract an
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Inclusion Funding
(if applicable)

Disability Access
Funding (DAF)
(if applicable)

Leaver form
(if applicable)

Estimates for interim
payment

warnrow Familieg
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Applications to be completed
and submitted to
inclusionfunding@harrow.gov

additional £0.05 per hour.

Information and application
guidance can be found on the
SEND Funding pages on the

.uk securely (through Egress)

Application Form to be
completed and emailed to FIS
securely (through Egress)
together with a copy of the
current DLA letter

Complete Leavers Form for
Funded Children who leave part
way through the term on the
Provider Portal. Please do not
submit leaver forms for children
who have left at the end of the
term. For these children simply
delete the child records from the
headcount in the following term
and submit

Add the total number of
estimated hours to the Provider
Portal for the following term (for
each funding type). Dates to
submit your estimates are
included within the funding
timetable
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Early Years website.

Information and application
guidance can be found on the
SEND Funding pages on the
Early Years website.

Refer to the Forms section in this
Provider Portal guidance
document.

Refer to the Funding section in
this Provider Portal guidance
document (estimates section).
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4.Managing your Login

4.1.

Logging in for the first time

This document advises on your responsibility with regards to keeping your data and
password safe as well as recommending a password policy being put in place for when
there are changes in users.

You can access the portal by clicking into this link Provider Portal or by copying this link
(https:/lwww.harrow.qgov.uk/EISO/ProviderPortal/login.aspx) into your internet browser.

We recommend that you save thisasaof avouri ted on your internet

This above linkwi I | t ak eSighond Sorebkbae. o

Synerqu’

Sign In

Email address or user name

Password

Forgotten your password?

Create a citizen account

TEST System Version 19.1

Version 19.1.00720
© 2019 Servelec Education Ltd

You will receive an email from FIS with the following information:

1
1

Username and Temporary Password

Temporary Security Answers

Enter your User Name and Temporary Password in the relevant boxes and select &ign ind .

And you will then be prompted to change your password.

To change your password

Please note: that your new password will need to meet the following criteria:

T

= =4 =4 4 -

Cannot be the same as the username

Must be a minimum of 8 characters in length

Must contain at least one alphabetic character

Must contain at least one number

Must contain a special character ! $ % *"&*();: @ # ~)

Must contain at least one capital letter (uppercase character)

warnrow Familieg
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To change password, please enter your current password and

your new password and press the Change Password button.
Your Password:

Must be a minimum of 8 characters in length.

Must contain at least one alphabetic character.

Must contain a number.

Must contain an uppercase character.

Must contain a special character (| $% * &*();: @ # ~).
= d e d [~ dme

The user's password must be changed before logging in is

allowed.

Current password

New password

Confirm password

LIVE system version 19.1

Version 19.1.00720 ~
= ervelec Education Ltd i G [P

If you have any problems logging into the system please contact FIS by email
fis@harrow.gov.uk or telephone 020 8901 2690 (option 1).

Authentication Questions
For added security Authenticationuestvonsbe haRer toaelen a@d

At first login, you will need to reset all three Authentication Questions to personalize these
settings, as without these being reset you will not be able to secure the funding access. The
temporary questions and answers (which will be set by FIS) will be sent to you via email
with your login details. Once you create your answers to the questions, you will be asked to
answer a question at random each time you select the Funding tab.

ﬂ?ﬁm@w Familieg
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To reset the first question:
1.Sel ect 6 PI (anceeselexted ithvill bethighfighted)

2. Type in your old (current/temporary) answer (if accessing for the first time this will be
provided by FIS)

3. Type your new answer and confirmation in the available fields

4. Select Save to complete the change
NOTE: All answers are case sensitive

To change your Authentication Questions, select o n  tAbtkentécation Questionsé t a b .

Childcare / Service Provider Hello 1.JoanUgwu, Sign Out

Change Password | Authentication Questions |

Please chanae

Kis displayed in front of an authelitie

hentication questions below:

estion then the question has not yet been assigned a personal answer.

Place of birth (FISO)
(What is your favourite colour? (FISO)
[What is your mother's maiden name? (FISO)

Old Answer:

New Answer:

Confirm New Answer:

Once you have selected save the second time, you will see a notification on your screen
confirming your new answer was successfully saved.

| @7 New answer successfully saved.

Place of birth
* What is your favourite colour?
* What is your mother's maiden name?

Old Answer | ‘

New Answer |

Confirm New Answer | ‘

Save

* If an asterisk is displayed in front of an authentication question
then the question has not yet been assigned a personal answer.

Select the second authentication question ¢ Wh at ifsa vyoouwurri t @ndcepebatoha r 6
above process. Then follow the same process for the third question ‘What is your
mot her s mai.den name?20

Note: If there is an é*ﬁagainst any of the questions, this means that the
Authentication Question has not yet been set.

Namow F@mﬂﬁ@s
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You can change your authentication questions at any point. In order to do this you will need
to edit your user settings. At the top right hand side of the screen select 'User Name'.

Once selected,the screen will default drodd@itsgh.,ayi ft hyeo
already changed your password, you do not need to do anything on this screen; then Click
o n tAbtkentication Questionsd t a b .

4.2. Existing user access

The portal can be found at the following link:
https://www.harrow.gov.uk/FISO/ProviderPortal/login.aspx

In order to access the Provider Portal you will need the following information:
1 Username and Password
1 Answers to the Security Questions

If you forget your password, you can request for it to be reset it by contacting FIS by email
fis@harrow.gov.uk or telephone 020 8901 2690 (option 1).

Please note: the passwords in the portal are case sensitive. If you are locked out of the
system you will need to contact FIS for reset.

4.3. New users

Access to the Provider Portal will only be granted at the request of the Settings Manager in
writing. Requests should be emailed to fis@harrow.gov.uk

4.4. Inactive users

When staff no | onger work at the setting, it
that their access rights are suspended/removed. Notification should be emailed to
fis@harrow.gov.uk

4.5. Managing your password and security authentication answers

If you wish to change your password or the answers to your authentication questions at any
time then selectt h e  d\bhseéat the top right hand side of the screen, and choose
060Change Pass&dauth ecaant d/oonr tadsite mplete the rélevant fields

and make the required changes.
N

Hello 1.JoanUgwu, Sign Out ’

Childcare / Service Provider

Change Password | Authentication Questions

S 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.

Place of birth (FISO)
What is your favourite colour? (FISO)
What is your mother’s maiden name? (FISO)

Old Answer: ‘ ‘

New Answer: ‘ ‘

Confirm New Answer: ‘ ‘

Save

Harew F@m@]ﬁ@@
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5.Using the Provider Portal

The Provider Portal has four main menu selections ¢Home§ Fotmsg 6 Fu n dand g 6
0 Suf f i ckaehmenu&as a number of sub menu options which can be seen
underneath the selected menu.

Organisation: Harrow Teachers Centre Nursery JoLEL G

"ﬂ Forms Funding Sufficiency

Welcome to FIS Provider Portal B
Please make a selection from the above menu to proceed
The Harrow Early Years Provider Portal Guidance can be found by copying this link in your browser: http://www.harrow.gov.uk/earlyyears/providers/p-documents
The funding timetable for 2018/2019 can be found in the Handbook for Early Years Providers 2018 - 2019 - Page 32 This can also be accessed in the link above.
The forms listed below can be found by copying this link in your browser: hitp://www.harrow.gov.uk/earlyyears/providers/providerform
v

+ Spedfic Child Application Form

Notifications

3 0 There are unsubmitted child funding records for provider: Harrow Teachers Centre Mursery - Day Nursery

For multiple users (providers managing more than one setting), you will be able to select the
relevant setting from the select organisation drop down list. Once you have selected a
provider you will be taken to the Home page as above.

Childcare / Service Provider Hello 1.JoanUgwu, Sign Out

Please select an Organisation below

As you are lirked to multiple Organisations you will nesd to select ane in order to procesd.

Select Organisation: |ERdlEEE Ha e
Harrow Teachers Centre Nursery
Tyneholm Nurses

5.1. Home Page

Each time you log into the Provider Portal you will be taken straight to the dHomeobpage.
You can also return to this page at any timeu s i n gHomndbe mée n u saethedop bfi o n
the page.

The home page is where you will see important messages and communications. Examples
of these might be when the Provider Portal is open for you to make Headcount Claims, links
to the privacy policy and Early Years website, or any key information around funding which
may need to be communicated to Harrow Early Years providers. Note that FIS will continue
to email out communications as well as having them visible on the Provider Portal.

\\&@W F@WDM@S
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@m Funding Sufficiency

Welcome to FIS Provider Portal
Please make a selection from the above menu to proceed
The Harrow Early Years Provider Portal Guidance can be found by copying this link in your browser: http://waw.harrow.gov.uk/earlyyears/providers/p-documents
The funding timetable for 2018/2019 can be found in the Handbook for Early Years Providers 2018 - 2019 - Page 32 This can also be accessed in the link above,
The forms listed below can be found by copying this link in your browser: http://www.harrow.gov.uk/earlyyears/providers/providerform

+ Specific Child Application Form

Notifications

3 o There are unsubmitted child funding records for provider: Harrow Teachers Centre Mursery - Day Nursery

5.2. Forms Page

All online forms can be found under the &-orms6émenu. The first sub menu is dill In

Formso where a list of forms are availablef or compl et i on. T hvews econ
F o r mkege you can view any submitted forms and check the status.

| me Iﬂ Funa 3 Sufficiency

Fil s

Please select a form below to update your details:

« 2 Year Old Funding Eligibility Check

« Leavers Form for Funded Children

Please see below for the purpose of the each current form and when they need to be
completed:

2 Year Old Funding Eligibility Check
This form can be completed and submitted by your provision to check a childs eligibility
under the economic criteria. Please ensure that the parent/carer has read and
understood the Privacy Notice. Before you submit any details to Harrow Council, the
parent/carer mustconsentt o transferring the childds info
check.

Leavers Form for Funded Children
This form only needs to be completed if a child leaves your provision after the
headcount deadline or before the end of the term. In some case under the 3 and 4
year old funding; funding adjustments may not be made. The leavers form is still required
for audit purposes.

Select the form you require by selecting the required form link.

Each form will have at least two pages, you can selectthe N e x t  Poattgretiéat appears
on the online form to move from page to page.

Al l fielfadsmwsitt hbea o mpl et ed i nOneethdfermisfudly s u b mi 1

completed, select & u b mi t . Hfthe fort has been submitted successfuly a green

message will be displayedst at i ng 6You have successfully su
ﬂ@WF@WDﬂﬂ@S
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Q? You have successfully submitted the form.

You can view forms you have previously submitted and check their status by selecting
&1 ew F ohe form®will have a status at the end to say if they are d®’endingdor have
been Authorisedbéor eniedd Forms are usually ®enieddif they have been submitted
more than once/duplicated, a blank form has been submitted or the form has not been
completed within the guidelines given in this guidance. You should receive an email to
advise of the outcome of your form submission once the FIS team has assessed the
request. If there are any problems you will be contacted by FIS.

View Forms

Select a form below to view:
e Leavers Form for Funded Children (11/09/2018 15:22:22 - Authorised)
e Leavers Form for Funded Children (11/09/2018 15:06:19 - Authorised)
e 2 Year Old Funding Eligibility Check (13/08/2018 13:07:26 - Pending)
e 2 Year Old Funding Eligibility Check (02/08/2018 15:38:51 - Authorised)

5.3. Funding Page
This is where you will complete all your headcount claims every term.

Pl ease note: whené&wndingby dabs g b ec twhedohyeubsecuriys k e d

guestions.
Home Fo ns Funding Su ficiency
“__—

Security question

For increased security, you are being prompted to enter the answer to one of the Authentication Questions,
Place of birth

For 2 year old funded children you must only submit funding claims for those eligible
children for whom you have seen the current eligibility confirmation such as a valid letter, or
email confirmation from FIS. Please referto 6 T ICim Processéin the Handbook for Early
Years Providers.

If eligibility confirmation has not been received you should complete and submit the @ Year
Old Funding Eligibility Check&form located in the d~-ormsétab (use this form to check
eligibility under the economic criteria). You must wait for confirmation before submitting a
funding claim for that child. If a parent/carer has not received an eligibility letter and the child
may be eligible under other eligibility criteria, contact FIS to confirm before making a funding
claim.

\\&@W F@WDM@S
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When selecting Funding, a sub-menu will appear immediately below showing Gummaryd
&stimates§ &Actuals§ Adjustmentsdand &ligibility Checkerboptions.

Home F ms m + diciency

Summary Estimates Actuals Adjustments Eligibility Checker

Select Year and Term

2018-2019
Surnmer
Spring
Autumn
2018-2019

———

5.3.1. Summary sub menu

This is where you can view at a glance the funding breakdown, for your setting including
your rates per hour, interim amount and adjustments.

To see the summary for any term use &electéto the left of the required line, this will display
a summary for the relevant period. Changes can only be made for the current term until the
funding date has closed (please refer to Handbook for Early Years Providers.

Once the funding term has been selected, the Summary screen will appear (see example

below).

2018-2019
Summer
Spring
Autumn

This is where you will be able to see the actuals and estimates relating to the selected term.
From here you can select the relevant funding type (see example below).

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Summary Head Count Records for 2018-2019 - Summer

2018-2019
Summer
Spring
Autumn
2018-2019

warow Familigg
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To view a different term or funding type, select 6 C H &R .Ahe screen will return to the list

of funding terms where you will be able to select an alternative option.

Estimates

betirim

Testal Intesim Asnount Faid to Date
tbaters Adj)

Ieitarim Amest Payable Balance

w200
£4TE
£453
£023

16500
£9424.80
S000%
£4712.80

£0.00

£4T12.40

a Funding [¥ial=; st
@, tes Actuals Adjustments Esgibility Checker
SUMINEN: 2018-2019 Summer - Zyr & dyr Old @

Rt ¢ Bicaars may ot equial Totaks as reunding is appkied per child.
Tha toals shown are tha sum of th handing amounes per child.
Actuals
Teamn Lorgth {iWacks] Tare: Tims
= Providar Rate applked to child funding
Basa Rata
Flasitility

Univursal Funding

Furckd Hours fex Tam,

Fundiing Amoust. @ Provider Rate
- Child Weightings Tetal

4000
£2570.40
£721.80
£539.40
“and 3 (£0.05) 2700
=] E95.40

3 children with Deperhation
1 child with Early Ya.es Pugil Pros

Universal Funding Ameust £3202.20

F of Paymants Dus
et Payment Amount Due [before Ad])
Fudly Frocesse

-

5.3.2. Estimates sub menu

zs2
£2356.20

]
Fundied Hours for Tam
Fundiing Ameust @ Pravider Rate

Extended Funding Ameant

Tetaks
Fundad Hours for Tam

Fundling Ameusit @ Provider Rate
Child Weightings

54000
£2570.40
£721.80

Tarm Funding Aemount £3202.20
Intarim Amount Paid (bafoss Al £000

Tarm Funding Amount Balance £3202.20
Adpsterants Pakt with Final Payment 000

Actual Amount Paid {Inc. A4 £0.00
Processad Ha
Processad Date \

The interim payment will be based on the estimates provided prior to the start of term.
You will need to enter your estimated number of funded hours per week for each term in

advance of weach
included in your funding timetable.

Selectt h Estimateso

ter mbds

start dat e. Dat es

t a IEntea theddEstimated Number of Funded Hours Per Week
for the termdas a total for all children that you are expecting to attend your setting that term
and select &alculated Then select & e n d

C bnae yauthave done this, you will see a

notification on your screen confirming that your submission is successful.

Home Forme

wing

als Adjustments Eligibility Checker

Submit Estimate: 2018-2019 Summer - 3yr & 4yr Old Funding CHANGE e ——

MNumber of Weeks for this Term |12.00

Estimate Number of Funded Hours Per Week . - this Term |165

Please enter both numbers, click ‘Calculate’, the

Calculate Send Claim

“=nd Claim*

There are 1.980.00 Hours in this Term

womow Familigg
30,88
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Please note: estimates can be viewed, amended and re-submitted whilst the submission
dates remain open (see the Key Funding Dates in the Handbook for Early Years
Providers). Separate estimates will need to be completed for each funding type (2 year old
and 3 and 4 year old).

Once the Estimate submission date has passed, the & s t i m adreersfdr that term will
show a summary of what was submitted.

Funding

View Estimates: 2018-2019 Summer - 3yr & 4yr Old Funding CHANGE

Estimated Hours

1980.00

Note: The interim payment will be approximately 50% of your estimates. If the estimated
submission date is missed, no interim payment will be made unless there are exceptional
circumstances.

5.3.3. Actuals
This is where you will need to complete the Headcount Claims for all the children you are
claiming funding for eachterm. Se | éActtalsd t ab, t hen select the r

for the term (2 year old and 3 and 4 year old). Within the selected term you will manage
c hi | drecerds dosthe headcount for that period.

2018-2019

A Summer

2¥r Old Funding

3yr & 4yr Old Fundin,

Note that once funding dates are closed the icon will still be present
but no amendments or further submissions can be made for that
term as it is now closed.

Once $eteatd 6t he t er m y oViewActudlsd e BubmidActualée e( di s cus s
in the next section) displayed i nViewAztnaseé , Pr
they are available as view only and changes cannot be made as the funding submission for

the selected term has now closed.

Where o icon appears indicates the funding for that term/type has been submitted. If the
funding dates are still open you can submit again to send through this claim (and any others
with this icon).

warow Familigg
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5.3.3.1. Understanding Child Record Status

Once you have selected the correct term from the Provider Headcount Records screen you
will see the 'Submit Actual' screen for the term selected (if yous e &iewwActualdé t hi s
indicates that the submission dates are closed).

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2018-2019 Summer - 3yr & 4yr Old Funding CHANGE
Add Child

. Total Funding
Status Child Name R oL Eeriz e Amount for Term Child Weightings Eligibility Status
(inc Adj) (inc Adj) . -
(inc Adj)
1 Bear, Paddington
E | unchanged —'—9—“ 5.Dec.2015] 180.00 000 £865.80 | DA3
Puddledudk, Jemimah
B | unchanged 20-Jun 2015) 180.00 0.00 £865.80 | DAZ

Add Child

On this screen you will manage and submit your headcount details. This screen will be pre-
populated to display the details of all children who have been transferred from your previous
headcount return and are still eligible for funding for the current term.

From this screen you can:
1. Remove child records that are no longer required i.e. child has left setting
2. Add actual attendance hours for your existing child records
3. Check that all the details of the children carried forward from the previous term are
correct and change or amend any discrepancies
4. Add new child records to your headcount submission

Each time you add, delete or amend the details of a child record it will be saved in the
Provider Portal, and you will able to revisit and make further changes at any time before the
current headcount submission closes.

Status meaning:

Unchanged i These records have been carried over from the previous
term (as they are still within the eligible dates of birth). Child records/funding
details have not been reviewed updated/amended. You must update all
children with the status of oO6Unchang
order for funding to be released. These are still editable while the funding
dates are open. This has not been submitted for payment.

For existing
children carried | ¥? Edit Pending i Child records/funding details have been updated/amended.
over from These are still editable while the funding dates are open. This has not been

previous term submitted for payment.

“J Edit Pending, Submittedi Thi s is the status for
been submitted for payment. These are still editable while the funding dates
are open.

“J Delete Pending i For existing children who have historically had a claim
submitted but are now no longer attending your setting. These are still editable

oW Familieg
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while the funding dates are open.

“) Delete Pending, Submitted i Thisist he st atus for 06Df¢
they have been submitted. These are still editable while the funding dates are
open.

‘% In 30H grace period i This is the status of a 30 hour eligibility code when
it is within its grace period. This means the validity end date has passed and
parents should be prompted to re-check their code immediately.

For new
children

first time

claiming at the
setting for the

¥J Add Pending i You have added a new child who is making a claim for the
first time at your setting. Child details have been added but not submitted.
These are still editable while the funding dates are open.

¥J Add Pending, Submitted-Thi s is the status hbhsor
been submitted for payment. These are still editable while the funding dates
are open.

Select ¥ to delete the child from headcount. Once deletion is confirmed the
child record will be permanently removed.

Once you have been through the process of:

1 Deleting those children who are no longer at your setting

1 Updated the existing children who are on roll, and

1 Adding new children at your setting claiming the funding

Then selectt h e

6Send Claimé buttoen to submit

5.3.3.2. Deleting a child record from the headcount

The G&ubmit Actualbscreen will initially show all of your eligible child records that have
been carried forward from the previous term.

You must ensure that you delete all children that no longer attend your setting.

To remove a child that is no longer in attendance at your setting, select this symbol button
by the relevant child record.

Home Forms

Summary Esti

ments Eligibility Checker

Submit Actual: 2018-2019 Summer - 3yr & 4yr Old Funding CHANGE

@ Not submitted

Add Child Send Claim

Status

Total Funding
Amount for Term
(inc Adj)

Extended Hours
(inc Adj)

] Universal Hours P A
Child Name e AdD Child Weightings | Eligibility Status

o "

Edit Pending

Bear, Paddington a
{15-Dec-2015) 180.00 0.00 £865.80 | DA

a

Unchanged
nding

Potter, Beatrix

(02-Feb-2016)

Puddleduck, Jemimah
(20-Jun-2015)

Rabbit, Peter
(01-Oct-2015)

.00 0.00 £9.00 | DAZ

180.00 0.00 £865.80 | DA3

180.00 0.00 £856.80

oW Familieg
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When you request the deletion of a child record this will be submitted to the FIS Team, who
will remove the child from your headcount when processing your claim. Once you have
done this, a Request Delete’ message will appear. Please select as appropriate.

Request Delete

Are you sure you want to request the deletion of child: Potter, Beatrix from this headcount record?

Delete requests are automatically submitted but can be cancelled.

=

When vyouVYesttlhedtatdsdd of t he fundi algoBetete Panthireg, chi | d wi

Submittedd . Thi s adasily aensfy whiohuecdrds will be removed.
. Total Funding
Status Child Name R erall i (EErEslis Amount for Term | Child Weightings | Eligibility Status
(inc Adj) (inc Adj) I
inc Adj)
O | |ediisniins %.%?E 180.00 0.00 £865.80 | DA3
qEE o e e
Unchanged :;':]‘fﬂﬁz"uﬁﬂje"'imh 180.00 000 £865.80 | DA3
© |* | Add Pending %ﬁ 180.00 0.00 £856.80

If you want to cancel the deleting of this child, select the reverse button ¥ on the side of the

chil ddos n agns

Cancel Delete

Are you sure you want to cancel the deletion of child: Potter, Beatrix from this headcount record?

The 6 C a n Detete' message will appear. Selec tYes6 t o reverse the

5.3.3.3. Amending/updating an existing child record

Existing child records carried over from the previous term, will be shown with the status
‘Unchanged’, you must still edit all records where a status of 'Unchanged' is showing in
order to submit a headcount claim for these children. Failure to do this will mean the
child will not be funded for the current term.

If you have no existing children appearing please as a new child

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2018-2019 Summer - 3yr & 4yr Old Funding CHANGE

@ Not submitted

Add Child Send Claim
Universal Hours Extended Hours Lot

Status Child Name e Ad) T Ad) Anm:i-nv‘t:f:‘;;elm Child Weightings | Eligibility Status

Edit Pending —'—“W_gg: 5 18000 000 £865.80 | DA3

Potter, Beatrix
(02-Feb-2016)

Puddleduck, Jemimah

UnchangEd\

Rabbi
Add Pending m
Add Child Send Claim

I3

Delete Pending, Submitted 0.00 0.00 £9.00 | DA3

[}

(]

J

del

\%\“©W F@mW@S

Page 20 of 32 #
'KX &ﬁ _ arroat0UNCIL
Copyright © London Borough of Harrow 2018

f@r .“@lm %@ LONDON



To amend or update an existing chisiwill dpérsther ec or d
'Child Details' screen. Most of the information will be pre-populated, however please

ensure that you complete or amend all relevant mandatory fields for a child record before

you save again and submit.

The screen below will appear with four tabs as follow: 6 Summar yé6, O6Chi |l d Det
O0Parent/ Carer Detai elONothésadi ng Detail sb

Summary tab: This is a view only screen which have the funding details for the child.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

lemimah Puddleduck DOB: 20-Jun-2015
@ Details | Parent / Carer Details || Funding Details | Notes | e

Term Start Date 23-Apr-2019 Universal Funding
Term End Date 23-Jul-2019 Funded Hours Per Week 15.00
No of weeks attended 12.00 Funded Hours for Term 180.00
MNominated for DAF No _
Funding Amount @ Provider Rate £856.80
Provider Total Rate £4.76 Child Weightings £9.00
Universal Funding Amount £865.80
Totals
Funded Hours Per Week 15.00
Funded Hours for Term 180.00
Total Funding (excl. Adj) £865.80
Total amount from Adjustments £0.00
Total ameunt from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £865.80

_ *denotes mandatory fields
Save Cancel

Child Details tab: Please ensure that all mandatory fields marked &6are complete and
accurate.

Funding

Actuals Adjustments Eligibility Checker

h Puddleduck DOB: 20-Jun-2015

bt / Carer Details || Funding Details | Notes |
Child Details Address
Forename™ lemimah Address Line 1* Civic 7
Middle Name Address Line 2 Civic Centre
Surname* Puddleduck Address Line 3 Station Road
DOoB* 20-Jun-2015 Locality
Proof of DOB O Town Harrow
Gender” CMale M Female County
Preferred Surname Postcode™ HAT 2XY
Ethnicity*
SEN COP Stage™ No Special Educational need v

) » *denctes mandatory fields
Save Cancel

\%\“©W F@mW@S
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Parent/Carer Details tab: Complete all section for parents/carers.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Jemimah R Bl 20-Jun-2015

Summary | Child gils | Parent / Carer Details | Fund 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.

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

Parent / Carer Details Partner Details
Forename Mummy Forename Daddy
Surname Puddleduck Surname Puddleduck
DOB 05-Jun-1980 DOB 06-Jun-1979
MMl or [INASS Number SP1234564 MiNIor [ NASS Number SPOSTAESAA
Tick to give consent to Eligibility [ EvpP 304 Tick to give consent to Eligibility M EYPP [WENT]
Checking for Checking for
. ; o 30H box: this is mandatory if the child is
*denctes mandatory fields o
claiming any extended hours.

EYPP box: if you want us to check if the
family is eligible for EYPP

Funding Tab: Complete all sections to advise of funding details. Please note:

i Start date: If you have standard term dates that match the pre-set Harrow term dates
then select the 'Default Term Dates' button which will then populate the current term
dates into these fields.

If a child starts at your setting after the headcount week, then manually enter the
dates from when the child starts to the end of the term.

1 End date: enter the last day for the child in the current school term if they leave part
way through the term.

1 Weeks attended in term: only change the number of weeks that you wish to claim
for the child should it be different to the pre-populated number of funded weeks in
that term i.e. child starts after headcount week or leaving before end of term

1 Present during census: tick this box for all children that you are making a claim for.
You can claim for all children that are on roll or physically present at least one day
during the headcount week

1 Attends two days or more: tick this box if the child attends your setting for more
that one day a week. Tick the appropriate days of the week that the child attends at
your setting on the right hand side of the screen.

1 Nominated for Disability Access Funding (DAF):thismu st Nbée even i f yo
claiming DAF for this child, this is for validation purposes. Please complete the DAF
form (see Early Years website) and that you attach a copy of the current DLA letter
for the child before you send it by secure email (Egress to FIS). Please note that you
can only claim DAF once per financial year.

1 Universal hours: enter the universal hours - ensure that you do not exceed the
termly maximum hours. Where the child has been claimed for in the previous term,
those hours will already be pre-populated in the current term, therefore, ensure that

oW Familieg
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http://www.harrow.gov.uk/earlyyears/providers/providerform

you amend the number of funded hours that the child is attending in the current term,
if different.

If a child is attending your setting and is only accessing the extended hours only,
then the universal entitlement field must be entered as 6 0 6

1 Extended hours: if claiming extended hours enter this field - ensure that you do not
exceed the termly maximum hours. Please ensure that the 30H box on the
Parent/Carer tab is ticked.

1 Non-funded hours per week: enter any other paid hours that the child attends at
your setting.

Select No for O6Nominated for DAFO6, please com

on the Early Years website.

Notes tab

For New 2 Year Old Funding Claims:

This is where you enter notes in this secti
On the notes tab, you will need to indicate the evidence of new 2 year old funding such as:

Harrow Council Eligibility Letter Please enter the date and reference
Code of the letter e.g. April 2019
FIS Email Please type the date the eligibility

confirmation email was received e.g.
Wed 15/05/2019 16:13

DLA Statement/EHC Plan Please type under which criteria the child
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