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The total number of 

hours a child attends, 

including both funded 

and non-funded hours. 

These boxes do not have 

restrictions – you can 

enter as many hours as 

you want. They are not 

funded hours columns, 

and you will not be paid 

if you have only 

entered hours in these 

columns. 

If you have had an 

overclaim, these hours 

will still be populated on 

your additional task. This 

does not mean you have 

been paid for the child. 

The funded columns will 

be empty, and you must 

add hours to them after 

an overclaim. 

The universal and 

extended hours per 

week you are claiming. 

These boxes are each 

locked at a maximum of 

15 hours per week. 

Because of this, if the 

number you have put in 

the ‘weeks attended’ 

column is higher than 

the funded weeks 

available in a term, the 

hours per week will be 

automatically reduced 

from 15 if you have 

entered that. You are 

paid from these 

columns and must 

enter hours into at 

least one of them if 

you are claiming for a 

child.  

The total number of 

universal and 

extended hours you 

are claiming for the 

term. These boxes 

are locked at the 

maximum funded 

hours available for 

each term – 210 in 

Autumn, 165 in 

Spring, and 195 in 

Summer. You are 

paid from these 

columns and must 

enter hours into at 

least one of them if 

you are claiming for 

a child. 

The child’s 

basic details. 

The funding age 

completes 

automatically. 

This column contains more information on the child’s funding, in the 

form of several symbols. These are listed below: 

  - this means the child is not currently eligible for any funding. 

If you see this, it means you have not used the 2-year-old checker 

to add a child to your headcount task. 

 - this means the child is or was eligible for 2-year-old funding. 

 - this means the child is eligible for Early Years Pupil Premium. 

 - this means the child is eligible for the extended hours. The 

colour of this symbol can change depending on the extended hour 

code’s expiration date. 

 - this means the child also has an open record at another 

setting. If you are unsure about this, check with the parent to see if 

the child is attending anywhere else or has done in the past. 

The total weeks the child 

is attending in this term.  
The start date will default to the 1st of the 

month, or the date you ran the 2-year-old 

check. The end date should be left blank 

unless the child has left your setting 

entirely. 

Full guidance on completing a headcount task is 

available on Suffolk Learning. Please email 

provider.portal@suffolk.gov.uk with any queries. 
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