
Early Education Funding (EEF) 
Claims



Settings can only claim for the 
funded hours a child attends.

Hours CANNOT be changed 
after Headcount Week.

For settings taking 3-year-olds:

With the Two-Year funding, it 
is now possible to claim for 
the term of the child’s 3rd 

birthday.

For settings taking 
2-year-olds:

With the  Nine-Month funding, 
it is now possible to claim for 

the term of the child’s 2nd 
birthday.

Children joining after 
Headcount can be submitted 
as late claims, if they have not 
used their funding elsewhere. 

The minimum claim is 2 
weeks.

Run eligibility checks outside 
of Headcount Week to ensure 
that codes are valid and that 

children are linked to the 
Headcount task.

Allow plenty of time to 
complete the Headcount 

task. 

DO NOT leave it until the final 
day of Headcount Week.

Important funding information



Early Years – Suffolk Learning

Where can I find 

PAFs on 

Suffolk Learning?

https://suffolklearning.com/early-years/


Ethnicity Codes

This data is 
required by the 
Department for 
Education. 

EYNOV23-
Ethnicity-
Codes.xlsx

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsuffolklearning.com%2Fwp-content%2Fuploads%2F2023%2F11%2FEYNOV23-Ethnicity-Codes.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsuffolklearning.com%2Fwp-content%2Fuploads%2F2023%2F11%2FEYNOV23-Ethnicity-Codes.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsuffolklearning.com%2Fwp-content%2Fuploads%2F2023%2F11%2FEYNOV23-Ethnicity-Codes.xlsx&wdOrigin=BROWSELINK


How do I ensure Parent Authorisation Forms (PAFs) are 
completed correctly?



Chid and parent details



Attendance details



2-year-old funding



Other funding



Parent declaration



Provider 
declaration



Important PAF information

Early Education Funding – Suffolk Learning

Early Education Funding – Suffolk Learning

 

PAF-Stretched Offer-Ethnicity codes – Suffolk Learning

PAF-Stretched Offer-Ethnicity codes – Suffolk Learning

If hours do not change, the PAF 
could be completed once a year 

but we advise this should be 
checked by parents  termly. 

If hours may vary, ensure 
section 2a of PAF is completed 

each term.

If parents are happy to complete 
with you, it may result in less 

mistakes. Alternatively, you can 
pre-populate forms for parents.

Ensure parents understand that 
section 2a is the total funded 
hours claimed per term (not 

hours attended with provider)

Ensure you have seen date of 
birth evidence and record this 

number before headcount week 
(only do once)

Forms need to be completed 
before or during headcount 

week. 
List of headcount dates.

Early Education Funding – 
Suffolk Learning

Forms can be submitted 
electronically. Ensure you follow 

your policy when sending  
sensitive information via email. 

Only when form is fully 
completed and information 
checked, does the Provider 
complete the last section 

(providers details) before or 
during Headcount week.

For further guidance on Parent 
Authorisation forms. 

PAF-Stretched Offer-Ethnicity 
codes – Suffolk Learning

https://suffolklearning.com/early-years/earlyeducationfunding/
https://suffolklearning.com/early-years/earlyeducationfunding/
https://suffolklearning.com/wp-content/uploads/2024/06/EY-JUN-24-PAF-Guidance.pdf
https://suffolklearning.com/early-years/earlyeducationfunding/paf-stretched-offer-ethnicity-codes/
https://suffolklearning.com/early-years/earlyeducationfunding/paf-stretched-offer-ethnicity-codes/


• For further videos, templates and guidance 
Stretched Offer – Suffolk Learning

Stretched funding information

https://suffolklearning.com/early-years/2-3-4-year-old-funding/paf-stretched-offer-ethnicity-codes/stretched-offer/


Audits ensure that providers are compliant with the terms set out 

in the List of Provider (LoP) Agreement Agreement for Suffolk List 
of Provider Members – Suffolk Learning

LoP members are audited every 5 years.

If there are any issues identified during an audit, SCC may repeat 

the process in the following term.

What is an Early Education Funding audit?

https://suffolklearning.com/early-years/list-of-providers/suffolk-agreement-for-list-of-provider-members/
https://suffolklearning.com/early-years/list-of-providers/suffolk-agreement-for-list-of-provider-members/


• What do EYCS require when carrying out an audit? 

Completed PAFs for the 
term being audited. 

NO PAF = No payment.

A register showing  
attendance during the 

relevant term.
This should match the hours 

indicated on the PAF.

Evidence of children 
meeting funding eligibility 

criteria.

A sample of invoices for 
the relevant term.

Details of the setting’s 
funding offer.

An explanation of 
additional charges and 

deposits.

Policies that outline 
procedures when parents 

are unable to pay 
additional charges.

A member of staff to 
answer questions and 

receive feedback.

Audit procedure



The Provider Portal is a secure, web-based system allowing an authorised person 

(registered portal user) to submit Early Education Funding claim.

The authorised person will enter details of the funded children into the Provider 

Portal, which once you have carried out the required checks, will enable you to 

submit a claim to the Early Years and Childcare Service for validation.

Registered users MUST NOT share their login details, this is classed as a 

data breach.

Absent Registered Portal User

If your registered portal user has left your provision or will be absent during the task 

period, you can change the authorised user by completing a new proforma and 

submitting to the portal inbox below.

We would recommend that the authorised user is not changed frequently.

Provider Portal



Provider Portal – Useful Information

Familiarise yourself with the guidance on Suffolk Learning before completing a headcount 

task - Provider Portal Registered Users – Suffolk Learning

Good practice would be to check working parent codes ahead of headcount week. 

Guidance on Suffolk Learning - Provider Portal Registered Users – Suffolk Learning

Link a disadvantaged 2YO to the application following the guidance on Suffolk Learning -

Provider Portal Registered Users – Suffolk Learning

• Enter a child and parent/carer details exactly as you have on the PAF. Only enter the 

detail once on the headcount task and ensure there are no spaces inserted.

• Do not overtype a record on your headcount task as this causes a duplicate.

• If the columns do not open up on the headcount task there will be missing information to 

the record (i.e. a working parent code has not been checked or is not valid for use in the 

current term)

• You must enter parent/carer details in order for EYPP checks to be run.

• Deprivation funding is based on postcode, so please ensure your records are accurate.

• DO NOT end date any children, unless they are leaving your setting.

https://suffolklearning.com/early-years/earlyeducationfunding/provider-portal-registered-users/
https://suffolklearning.com/early-years/earlyeducationfunding/provider-portal-registered-users/
https://suffolklearning.com/early-years/earlyeducationfunding/provider-portal-registered-users/


Provider Portal – Useful Information

• DO NOT add children to your headcount task that you are not claiming Early Education 

Funding for.

• If you hover over information on your headcount task, details of requirements will be 

shown (i.e. a blue N – this will tell you that the child is not currently eligible for 2YO 

funding) you will need to add the working parent code or disadvantaged code to the 

record to claim funding.

• Enter any ‘looked after, Child in Need, Stretched offer etc’ in the ‘stretched/EYPP’ column 

using the drop down.

• If a child attends another setting, where possible, check what the other setting is claiming 

to avoid a possible overclaim situation. Check that the parent has completed their PAF 

correctly at each setting.

• Ensure you complete your headcount task in good time – do not leave it until the last day.

• Double check you have completed all the records correctly before submitting your 

headcount task – ensure all columns are completed as required.

• It is good practice to take a copy of your headcount task and keep this with your PAF’s.



• Currently all providers are paid 
termly.

• Remittance information

• Advance Payment - Each term 
childminders can request an advance 
payment based on the number of 
children and the hours you expect 
them to attend.

If a child is attending another 
provider, you should contact that 
provider to ensure you are both 
completing the PAF correctly to 
prevent an overclaim. 

Funding payments

https://suffolklearning.com/early-years/earlyeducationfunding/provider-portal-registered-users/headcount-guidance/
https://suffolklearning.com/early-years/earlyeducationfunding/provider-portal-registered-users/headcount-guidance/
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