Termly Checklist for recording pupil data on the Early Years Provider Portal and DfE Census
This is a reminder of the checks you should undertake and the fields that should be checked and populated, where appropriate, each term when submitting early years delivered hours information.
Early Years Pupil Premium (EYPP)
Where a child is eligible for Early Years Pupil Premium (EYPP), ensure the child is flagged as eligible in the appropriate field in the Early Years Provider Portal and flagged as ‘True’ in the official DfE Census (submitted via COLLECT). 
From April 2024 EYPP was extended to include eligible 2 Year Olds in addition to 15 hours for eligible 3&4 Year Olds. From September 2024 EYPP was also extended to eligible children claiming the Under 2’s entitlement.
Children are flagged as eligible for EYPP in the Early Years Provider Portal tasks, as well as lists being provided to settings at the end of each term. If you are unsure which children in your school/setting are eligible, please contact Early Years Service on earlyeducationfund@bradford.gov.uk for an up-to-date list.
It is important that all eligible children are flagged on both the Early Years Provider Portal AND the official DfE Census. It is especially important on the DfE Census as the DfE uses the number of eligible pupils on Census to determine the amount of EYPP funding Bradford Council will receive. Failure to flag a pupil as eligible will result in a loss of funding to the LA. For DfE Guidance on EYPP eligibility please click HERE. 
Eligibility Codes for Working Parents
Where a child is eligible for Under 2’s Working Parents, 2YO Working Parents or 3-4YO Working Parents provision you must obtain the eligibility code from the parent/guardian. Ensure the start date of the code is BEFORE the term start date. i.e. the code for a child starting in January 2025 MUST be dated on or before 31.12.24. 
If a child starts their first term with a code in the ‘grace period’ we cannot fund the hours for that term. Parents must reconfirm the code on the HMRC website before the start of the next term in order to receive free entitlement hours in that term. 
Recording Hours Correctly on Census (COLLECT)
When recording the delivered hours on the DfE Census (submitted via COLLECT) please ensure the following:
Hours for each child receiving the new entitlements should be entered in the ‘Expanded Hours’ field in Census. New entitlements are designated as:
· Under 2’s 15 hours free entitlement 
· 2YO Working Parents 15 hours free entitlement
Only the 3&4YO extended hours should be input in the ‘Extended Hours’ field on Census (for those children eligible for up to 30 hours free extended entitlement).
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Understanding when a child becomes eligible for free entitlement hours
Remember, children are eligible for free entitlement hours from the following point in time:
· The term AFTER they turn 9 months old for Under 2’s entitlement
· The term AFTER they turn 2YO for 2YO Families Receiving Additional Support and 2YO Working Parents entitlements
· The term AFTER they turn 3YO for 3&4YO Universal and Extended entitlements

Action once your termly headcount task (claim) is submitted on the Early Years Provider Portal
Immediately after your headcount task has been submitted, we strongly recommend you download a copy of your submission from the portal and double check the entries and hours for each child.
If you have omitted to add a child or hours for a child(ren), you can reopen your task, amend where necessary and resubmit your task. You can reopen, amend and resubmit your task as many times as necessary while the Early Years Provider Portal is open. 
Remember to download a copy of your revised submission.
Errors and omissions cannot be corrected once the portal has closed. Funding is at risk if you fail to submit a claim or submit a claim that is incorrect or incomplete.

Maintained Nursery Schools with on site Early Years Enhanced Specialist Provision (EYESP)
Where you have a child on roll occupying a place in the EY ESP, please ensure the ‘Resourced Provision’ field in Census (submitted via COLLECT) is flagged as ‘TRUE’ for each child. 
Enter the ‘Hours at Setting’ as the hours the child receives. Enter the universal and extended hours and eligibility code (where applicable) as normal.
Where you have a Reception age child occupying a place in the EY ESP, be sure to include this child in your Census (submitted via COLLECT), again ensure the ‘Resourced Provision’ field is flagged as ‘TRUE’. If you are able to populate the hours the child receives in the ‘Hours at Setting’ field, please do. If not, just ensure the ‘Resourced Provision’ field is ‘TRUE’
It is important you flag all children in the EY ESP as ‘Resourced Provision’ ‘TRUE’ as this allows us to accurately calculate the specific funding payable for these children.

For queries and issues relating to the use of the Early Years Provider Portal and/or inputting child information into the Early Years Provider Portal, please email earlyeducationfund@bradford.gov.uk 
Do not use any other Early Years’ Service email address when contacting us regarding the Early Years Provider Portal.
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