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GUIDANCE ON COMPLETING THE 2-YEAR-OLD FUNDING
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Explanation of the Differences Between the Two Funding Systems

Disadvantaged Code

What are these codes given for? These codes are given to families in receipt of
government support. An example of this is Income Support. These codes can also be
obtained for other reasons, such as if the child is LAC or in receipt of DLA.

What do these codes look like? These codes, if given out by Leicestershire County
Council (LCC), will take the format of six numbers/letters. Codes given out by other
Local Authorities may take other formats, such longer combinations of letters and
numbers.

How do we check they are valid? Parents should supply you with a copy of their
eligibility letter, which should show the child’s 2-year code, their name, and other
details such as the code start date. Children can receive the funding the period after
they turn 2, or from the start date of the 2-year code, whichever is the later date.

What happens if the parents fall out of eligibility? Once the child has a code, it
cannot be taken away from them. They can continue to use this 2-year code, even if
the parents’ circumstances have changed. The code also does not need to be
renewed; they will continue to receive this funding until they are no longer age
eligible and will need to be moved to the next headcount age range.

Adding a Disadvantaged Code

¢ If the code has been given out by LCC, then you should use the “Enter EY
Voucher” button. If the code has been given out by a different Local Authority, you
will need to use the “Add Child” button.

e You must select “Disadvantaged Funding” on the “Funding Details” tab.

e You do not need to complete the Parent/Carer Details tab unless the parents give
consent to be checked for EYPP.

¢ You must input the child’s hours into the “Funded Hours per Week” box.

¢ If the code was given out by a different Local Authority and you therefore inputted
the child using the “Add Child” route, then you MUST upload the child’s 2-year
evidence to the “Documents” tab.

Working Parent Eligibility Code

What are these codes given for? These codes are given to working families. An
example of this is that you, and any partner each expect to earn (on average) at least
£167 per week.

What do these codes look like? These codes will take the format of 11 numbers.
The format of these codes will remain the same across the UK.

How do we check they are valid? Providers should run a check on the code on the
Synergy Provider Portal, by pressing “Eligibility Checker”. Please note that even if
the code is valid and pulls back dates, you must check that the code is valid for the
period concerned. The code must have a start date that is before the period it is
being used for. Also, a child cannot begin funding when their code is in its grace

period. This is because the grace period is there for continuity of funding.

Synergy Case Management 1 Version 1.1
EY Provider Portal 2 Year Headcount Funding September 2024



What happens if the parents fall out of eligibility? Once the child has a code, the
parents will need to renew the code by the code end date in order to continue to use
it. If the code is not renewed in time, this will impact the dates of the code and the
child may not be able to receive funding in the upcoming funding period. If child is
using a code and the parents circumstances change, such as they are made
redundant, the child can continue to use the code until the grace period end date.

Adding a Working Parent Eligibility Code

e You must press “Add Child”.

e You must complete the “Parent/Carer Details” tab and tick “Working Family
Eligibility”.

e You must select “Working Family Funding” on the “Funding Details” Tab.

e You must input the child’s hours into the “Expanded Hours” box.

e You must input the Working Parent Code into the “Eligibility Code” box and press
the blue button “Check Eligibility Code”.

General Information

You only need to enter children who you are claiming FEEE funding for, please do
not include non-funded children on this form.

Please note you will claim for 3 and 4 year funded children on a separate form,
please refer to the 3 and 4 year funding guidance notes.

If a child changes their hours part way through the period or attends different hours
each week you will need to make a calculation for inputting.

To do this, firstly add up the total number of hours you wish to claim for the child for

the period. You will then need to divide this by the number of weeks the child will be
attending. This will give you the average hours per week which needs to be entered
into the ‘Universal Hours Per Week’ box.

How to Complete the 2 Year Headcount Task

After logging in to the system, from the homepage select the Funding tab and select
‘actuals’

Funding
Summary Estinfptes Actuals Adjustfnents Eligibility Checker

Summary Head Count Records for 2022 - 2023 - Autumn
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As time goes by, you will see multiple years and periods of previous and future
headcounts to the left of the screen. When the current headcount is open, there will
be a green paper aeroplane next to the period you need to complete. You can also
refer to the FEEE calendar for the dates that the headcount task will be open.

View the FEEE Calendar (PDF).

To complete the 2-year headcount task, you will need to select the academic year
and current period, and select the ‘2 Year Old’ button under ‘Funding Type’.

Home Forms METLGILEE Sufficiency Reports

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2022-2023 - Spring

2022-2023
A Spring Funding Type
Submission Period:
03-Jan-2023 to 31-Mar-2023
# 2 Year Old
< Autumn
Submission Period: & 3 &4 Year Olds
01-Jan-2023 to 28-Feb-2023
Actuals Tab

The Actuals tab will identify a pre-populated list of children that have been carried
forward from the previous period who are age eligible for the current period and this
will be what you use to complete your headcount task. Please note if you have not
claimed before the table will be blank.

GG INEN Sufficiency Reports

Summary Estimates Actuals Adjustments Eligibility Checker

View Actuals: 2022 - 2023 Spring - 2 Year Old cHaNGE

Total Funding

Child e (At e el (Chd Wesyittmss
inc Adj) .

(inc Adj)
Bloggs. Bradley P
(0212 20%0) 180.00 £948.60 a
Clegg, Amelia o P
(05-Jan-2020) 165.00 £869.55 1]
Smith, Amelie <
{08-Mar-2020) =000 EREcy a
Wakefield, Teddy 67.50 £35573
(20-Aug-2020) 0 £35573

To be able to view a summary of the child’s funding, select their name and you will
see the following screenshot:
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https://resources.leicestershire.gov.uk/sites/resource/files/field/pdf/2022/4/21/autumn-2022-summer-2023-feee-calendar.pdf

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Bradley Bloggs DOB: 02-Feb-2020

Summary ‘ Child Details Parent / Carer Details Funding Details

Documents Notes

ATLG NN Sufficiency Reports

Universal Funding

Term Start Date 01-Jan-2023
Term End Date 31-Mar-2023
No of weeks attended 12

p» Provider Total Rate £5.27

Funded Hours Per Week
Funded Hours for Term

Funding Amount @ Provider Rate
Child Weightings

Universal Funding Amount

Totals

Funded Hours Per Week

Funded Hours for Term

Total Funding (excl. Adj)

Total amount from Adjustments

Total amount from Pending Adjustments

Total Funding For Term (inc Adj)

15.00
180.00

£948.60
£0.00

£948.60

15.00
180.00
£948.60
£0.00
£0.00

£948.60

» *denctes mandatory fields
Close

To Add a New Child

If the child is new and has a 2-year code from Leicestershire County Council, you will
need to select the ‘Enter EY Voucher’ button.

Summary Estimates Actuals Adjustments Eligibility Checker

Add Child Enter EY Voucher | Send Claim

Status Child
Suggs, Peter
(06-Jun-2020)

Towers, Kitty
(25-Jun-2020)

Walker, Jacob
(05-Jul-2020)

x
x
x
x

(05-Jul-2020)

Add Child Send Claim

Enter EY Voucher

Submit Actual: 2022 - 2023 Autumn - 2 Year Old cHANGE

Walker, Jasmine

Organisation:  Little Playgroup
Little Playgroup (Pre-School Playgroup)

runcin

Total Funding
E‘:";‘ﬁ)"““ Amount for Term  Child Weightings
J (inc Adj)
22500 £1185.75
22500 £1185.75
22500 £1185.75
22500 £1185.75
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You will then need to enter the code, the child’s date of birth and their surname as
per the screenshot below. Once these details have been entered, please press

‘Submit’.

Please enter a valid Voucher Code, together with the Child's Date of Birth and Surname.

Voucher Code* SeF8oD |
Child Date of Birth* |DUD?,’202D |
Child Surname* |Jones |

EY Claim

If the child is new and has a 2-year code from a different Local Authority you will

need to select ‘Add Child’.

Organisation:  Little Playgroup
Provider:  Little Playgroup (Pre-School Playgroup)

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2022 - 2023 Autumn - 2 Year Old CHANGE

Add Child Enter EY Voucher | Send Claim

Total Funding
Status Child E‘;’;ﬁ;’“"’s Amount for Term  Child Weightings
i (inc Adj)
Suggs, Peter
x e St 22500 £1185.75
Towers, Kitty
X e o, 22500 £1185.75
Walker, Jacob
x Ot 22500 £1185.75
x Walker, Jasmine 2500 113575

(05-Jul-2020)

Add Child Enter EY Voucher | Send Claim

runcin |

In both cases you will need to select the ‘Child Details’ tab and input the following
(some of these fields will automatically be populated if the 2-year code was granted

by LCC):

Organisation:  Holly Folwell
Provider:  Holly Folwell (Childminder)

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Pajient / Carer Details Funding Details Documen its Notes
Child Details Search for an Address
Forename* il | Primary \
Middle Name [ | Postcode* |LE67 21D
Surname* \Jones | m
DOB* | |
Proof of DOB a ‘ Cattows Farm, Normanton Lane, Heather, Coalville, LEG7 2TD
Gender" 0 Male @ Female Address
Preferred Surname [ | Address Line 1* [Cattows Farm
Ethnicity” [White - English ~] Addresstine 2 [Normanton Lane
SEN COP Stage [No Special Educational Need v | Address Line 3 [
Locality ‘
Town [Heather, Coalville
County [
Postcode* [LE67 2TD

*denotes mandatory fields
Save Cancel

runin
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Please ensure that all mandatory fields, which are marked by an asterisk, are
completed before submission, as failure to do so will result in you not being able to
submit your funding claim.

Mandatory fields which must be completed:

= Forename — Input child’s legal name (as per their birth certificate, Passport,
medical card or Adoption Certificate).

= Surname - Input child’s legal name (as per above)

= Date of Birth - Input child’s date of birth using the calendar that will pop up
when you select the date of birth field.

= Gender - Tick Male or Female.

= Ethnicity - Please select child's ethnicity from the drop-down selection. If this
information is not obtained, please select ‘refused’ from the list.

= Address - In the search for an address box, you should input the house
number/name in the Primary box and input postcode in the Postcode box, and
then select the Search button.

Search for an Address

Primary | |
Postcode* |LE67 2TD |

The address should automatically populate in the full address section below. Select
‘Confirm’ if correct.

Please note that if you do not include a house number or name, the system should
give you a choice of addresses to select from, but if there are lots of houses on that
road, it may not give you any options. If the address cannot be found, please enter
the address manually and select to ‘Confirm’.

You cannot save the record at this point. You must wait until all required fields on
the other tabs have been completed.

Optional Fields
= Proof of DOB - We encourage providers to tick the box to confirm you have a
copy of the birth certificate (or relevant documentation) and you have inputted
the correct legal name as stated on the official documentation. Please retain a
copy of the document as per FEEE policy.
= Middle Name — We encourage providers to input middle name(s).
= Preferred Surname - Please input if the child has another name they use.

Fields not to be changed
= SEN COP Stage — Please do not edit this section.

Synergy Case Management 6 Version 1.1
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Parent/Carer Details Tab

You will only need to complete this tab if the child is using a ‘Working Parent Code’
and/or if the parents give consent to have an EYPP check done.

i!E [ZTLL LR Sufficiency Reports

Summasy S:omates Actuals Adjustments Eigitiy Checter

Name: Peter Test DOB: 26-Jan-2022

Save Cancel

= Complete the fields for the Forename, Surname and Date of Birth of the
parent/carer. You can also submit partner details if you wish.

= Tick NI (National Insurance) or NASS (National Asylum Support Service)
number as appropriate and enter the information.

= For Working Parent codes, the ‘Working Family Eligibility’ box MUST be
ticked.

= |If the child is Disadvantaged (and therefore NOT using a Working Parent
Code) then the Working Family Eligibility box should NOT be ticked.

= For Any 2-year old, if the parents consent to an EYPP check then the EYPP
box should be ticked.

Funding Details Tab (Please complete to claim funded hours)

Summary Extmates Actuals Adus

Name: Peter Test DOB: ZG-Jan-E
undi ails

Funding Type®

Funded Hours per Week Non-Funded Hours per Week
Hours®

Synergy Case Management 7 Version 1.1
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This is where you need to input the hours and weeks that you wish to claim for in line
with the signed PSOU (Parental Statement of Undertaking).

Start and End Date boxes will be populated if you select the Default Term
Dates box — this is if you are claiming for the full period. If the child starts later
or finishes earlier in the period, you will need to amend the dates manually
using the calendar that appears when you select within the box.

Weeks attended in Term - Input the number of weeks attended in period.
This should be the amount of weeks you want to claim for in the current
period. Please refer to the FEEE calendar for the number of term time or
stretched weeks. View the FEEE Calendar (PDF)

Present during Census - This will automatically be populated as you are
requesting a claim for the child. Please do not remove this tick.

Attends two days or more - If the child attends 2 days or more at your
setting, you should tick the box. If the box is not ticked, you will not be able to
claim more than 10 hours a week for that child. Please note that as per the
national guidance, no more than 10 hours can be claimed in one day. By not
ticking the box the system will assume that the child is attending for 1 day and
no more than 10 hours per week.

Nominated for DAF — mandatory so select ‘yes’ or ‘no’. If you are wanting to
apply for DAF funding in the current period, you should select ‘Yes'. Please
ensure that you upload a copy of the child’s PSOU form and DLA letter to the
next tab called ‘Documents’ before submitting the headcount. (Please refer to
the documents tab)

Stretching Entitlement — tick this box if the parent is stretching their
entitlement.

Funding Type — If the child has a Disadvantaged code you must select the
‘Disadvantaged Funding’ radio button. If the child has a Working Parent code
the ‘Working Family Funding’ radio button should be selected instead. See
Page 2 for further information on codes.

If you have selected Disadvantaged funding, the ‘Funded Hours per Week’
box will appear, your hours should be inputted into this box.

If you have selected Working Family Funding the ‘Expanded Funded Hours
per Week’ box will appear, your hours should be inputted into this box. You
will then need to input the Working Parent Code into the ‘Eligibility Code’ box.
You should then press the blue box that appears below this and the system
will run a check on the working parent code to inform you whether it can be
used in the period.

Attendance Days - This is not mandatory; however, we recommend that
providers complete this section, especially in cases where a child is attending
more than one setting.

Non-Funded Hours per Week — this is for any additional hours that the child
is attending and not claiming funding for. If the child does not attend any
additional hours, as this is a mandatory box, you will need to input O.

Synergy Case Management 8 Version 1.1
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https://resources.leicestershire.gov.uk/sites/resource/files/2024-04/FEEE-Calendar-2024-2025.pdf

The red box at the bottom of the tab will show you the maximum hours that a child
can claim in that period and over the year, however this is dependent on what's been
claimed in previous periods.

Summary Gstmates Actusls Adjustments Sigivility Chacker

Name: Peter Test DOB: 26-Jan-2022

Funding Details
Start Date” 0
End Date* 31 24

Weeks Attended in Term®

EBeoo 5

Funded Hours per Week

Hours"

Defauit Term Dates

Funding Type* ® Disadvantaged Funding

Home QaTLLILTE Sufficiency

Attendance Days

Non-Funded Hours per Week
Non-Funded Hours*

@ i this child attends another setting as well as yours, be sure to enter the

Documents Tab (this is used to upload documents)

We advise you to upload a copy of the child's PSOU form especially if the child is
attending more than one provider.

If the child has been granted their 2-year funding through another Local

Authority you will need to upload a copy of the confirmation the parent/carer
will have received from them. This needs to show the child’s name, the code
and the start date of the code. Failure to upload this will result in your claim

being rejected.

Select the ‘Upload a File’ button in the Documents tab.

(ILLILEN Sufficiency Reports

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details ‘ Documents

Notes

Supporting Documents
Please upload any documents which support this term

Please enter a Description to clarify what the file contains.

Allowed file types are: All file types permitted
Files may not be larger than 100 MB.

Description*

Birth Certificate

File Name

EY Headcount 3 & 4 Year Old.docx

Upload a
file

*denotes mandatory fields
Save Cancel

Please select the relevant file and enter a description to clarify what the file contains.

For example: -

Synergy Case Management
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e 2-year funding evidence
e Birth certificate (if requested)
e Copy of PSOU

Notes Tab (to add any additional information to support your claim)
You can use this tab to add any additional information relating to the child’s claim in

‘Add a New Note’, for example - child previously attended another provider for the
first 4 weeks of the period. Any historical notes will be shown on the right-hand side.

Funding BV T= TS ET Ty o5

Summary Estimates Actuals Adjustments Eligibility Checker

| Summany | Child Details || _Parent f Carer Details._ | Funding Detads | Documents

Add a new note Motes History

Saving the Claim

Once you are happy with your claim, select the ‘Child Detail’ tab and select ‘Save’.

I!E Funding RTTe0 a0

Summary Estimates Actuals Adjustments Sigibity Chacker

Name: Peter Test DOB: 26-Jan-2022

Semma a Dewats | Sarent/CamrDeeads | Fuscimg Detads | Documents | Notes

Forename” Peter

Middie Name Address
Surname” . ) Address Line 1*
DOB” Address Line 2
Gender® Maie O Female -

Ethnicity® Black - Ghanaan v VO

B 4 g = - Postcode®

g

If the claim does not save, a red banner will appear at the top of the page and a
message will be shown in red near the save button, giving you reasons why it has
failed — see the screenshot below. Please rectify the issues and select ‘Save’ again.

Synergy Case Management 10 Version 1.1
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@. Save Record Failed Due To The Errors Listed Below

Child Details Parent / Carer Details Funding Details Documents Pending Adjustment Notes
Child Details Search for an Address
Forename* Primary ‘

Middle Name Postcode* ‘

| .

|
Surname* i | .
DoB* | .

Proof of DOB Address

Gender* O MaleD Female * Address Line 1* ‘

Preferred Surname | Address Line 2 ‘

Ethnicity* ZORKROVTS v | Address Line 3 ’

SEN COP Stage No Special Educational Need v Locality \
Towr ‘
County ‘
Postcode* ‘

You will need to repeat the above process for every child you wish to claim funding
for.

Please note that if you navigate away from the page before saving, any changes will
be lost.

Submitting Claim

Once all children have been added, you can submit your claim by selecting the ‘Send
Claim’ button.

GILGILGE Sufficiency Reports

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2022 - 2023 Autumn - 3 & 4 Year Olds CHANGE

Add Child Send Claim

Universal Hours Extended Hours Total Funding

Status Child (inc Adj) (inc Adj) e::lo:;t] for Term Child Weightings Eligibility Status
© M New Unsubmitted Child fz':":u';‘z':”g) 10.00 000 £43.10
New, Unsubmitted Child . Bil 10.00 0.00 £43.10
g e
New, Unsubmitted Child 541 10.00 0.00 £43.10
Brsiaton
Add Child Send Claim
e——
Synergy Case Management 11 Version 1.1
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You will receive a note to say submission successful.
Summary Estimates Actuals Adjustments Eligibility Checker

S ,) Submission Successful

Submit Actual: 2024-2025 Spring - 2 Year Olds cHANGE

Totq
. Funded Hours Expanded Hours
Sl Sl (inc Adj) (inc Adj) i
0 ) Mew, Awaiting LA Download L e 200 0.00

(20-Nov-2022)

Add Child Enter EY Voucher | Send Claim

If you have made changes but not submitted the form, a red exclamation will appear

next to the children informing you that there is unsubmitted data. To rectify this, you
can select the ‘Send Claim’ button.

_ Universal Hours
Status Child (inc Adj)

a Bravo, Bill

© " New, Unsubmitted Child 24-Aug-2019) 10.00
5 Jones, Bill

© " New, Unsubmitted Child (071-Aug-2019) 10.00
a Jones, Jill

© " New, Unsubmitted Child 07Aug-2019) 10.00

Add Child Send Claim
| —

If any child’s record has not been submitted, you will have a notification on the home
page.

Notifications
These records have been edited but not yet claimed.

@ There are unsubmitted child funding records for Provider - Childminder

g 2024-2025 Spring - 2 Year Olds (1 unsubmitted, 0 rejected)
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Resubmitting a Claim

You can resubmit the task multiple times whilst open. Please only submit once per
day to allow the system to catch up on changes. The form can be overwritten by
changes and additions.

To resubmit a claim, select the send claim button.

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2024-2025 Spring - 2 Year Olds cHANGE

Add Child Enter EY Voucher | Send Claim

Status Child

Funded Hours Exy
(inc Adj) (in

Test, Test

© " nNew Unsubmitted Child (20-Nov-2022)

2.00

Amending an Existing Child’s Record

Select the child that you want to update and then follow the process above, (making
sure that all the mandatory fields are completed. (Please note that existing children
will have some fields automatically populated. These fields are only to be amended,
if the child’s circumstances have changed, i.e. changed address.)

Once all tabs have been checked and updated please select save and submit.

How to Delete a Child

If there is a child on your headcount that you no longer wish to claim for in the current
period, press the ‘X’ that appears on the left-hand side of the child. This will then say
‘awaiting LA delection’ in the status box. This is fine, it means the LA hasn’t yet
deleted the claim.

Add Child Enter EY Voucher Send Claim

Funded Hours Total Funding

Status Child (inc Adj) .amnx‘%';for Term Child Weightings
x 225.00 £1185.75
b 4 225.00 £1185.75
> 225.00 £1185.75
x 225.00 £1185.75

Add Child Enter EY Voucher Send Claim
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Summary

You can view the funding you are due to receive by selecting the relevant period.
Please note - you will be able to view any changes we are making during the data
cleansing, however, please do not contact us until the payment breakdowns have

been released.

Summary Estimates Actuals Adjustments Eligibility Checker

Estimates
Term Length (Weeks)
P Frovider Rate applied

Estimate Funding
Hours Per Term

Term Funding Amount
nterim %

Interim Amount Payable

Total Interim Amount Paid to Date
(before Adj)

Interim Amount Payable Balance

Processed

Processed Date

Summary: 2022 - 2023 Autumn - 2 Year Old cHaNGE

15
£5.27

0.00
£0.00
100.00%
£0.00

£0.00

£0.00

No

runcin |

Rate x Hours may not equal Totals as rounding is applied per child.
The totals shown are the sum of the funding amounts per child.

Term Length (Weeks) Term Time

P Provider Rate applied to child funding

Universal Funding
Funded Hours for Term

Funding Amount @ Provider Rate

Universal Funding Amount

Totals

Funded Hours for Term

Funding Amount @ Provider Rate
Child Weightings

Term Funding Amount
nterim Amount Paid (before Adj)

Term Funding Amount Balance

Adjustments Paid with Final Payment

Actual Amount Paid (Inc. Adj)

15
£5.27

900.00
£4743.00

£4743.00

900.00
£4743.00
£0.00

£4743.00
£0.00

£4743.00
£0.00

£0.00

In this tab you can view an overview of your payments.

In the Estimates column you can view the total amount of paid upfront (initial

payment).

Estimates
Term Length (Weeks)

p Provider Rate applied

Estimate Funding
Hours Per Term

Term Funding Amount
Interim %o

Interim Amount Payable

Total Interim Amount Paid to Date
(before Adj)

Interim Amount Payable Balance

Processed

Processed Date

£1054.00
100.00%
£1054.00

£1054.00

£0.00

Yes

16-Jan-2023
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In the Actuals column it will overview your payments in more detail. This payment
will still not reach your bank account until the final payment date specified on the
FEEE calendar. View the FEEE Calendar (PDF) If the summary page states

processed, this is the final calculations.

Actuals

Funding Amount @ Provider Rate

Universal Funding Amount

Totals

Term Funding Amount

Interim Amount Paid (before Adj])

Term Funding Amount Balance
Adjustments Paid with Final Payment

Actual Amount Paid (Inc. Adj)

£5.27

592.50

£3122.48
£3122.48

59250
£3122.48
£0.00

8312248
£0.00

8312248
£0.00

£0.00

Adjustments Tab

Please refer to separate guidance on adjustments.
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https://resources.leicestershire.gov.uk/sites/resource/files/field/pdf/2022/4/21/autumn-2022-summer-2023-feee-calendar.pdf
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