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QUICK OVERVIEW 

 

Funding Periods and Terms 
 

The early education funding for 2, 3 and 4 year olds is organised in line with 3 funding 
periods each year.  The forecast and headcount tasks are issued in line with the funding 
periods.  
 
Funding periods are as follows: 
 
Autumn: 1st September - 31st December 
Spring: 1st January - 31st March 
Summer: 1st April - 31st August 
 
As you can see, each funding period largely aligns with the terms in the academic year.  
Throughout this user guide, we refer to funding periods as this relates to all providers 
whether they operate a term-time only (38 weeks per year) model or a stretched model (up 
to 52 weeks per year). 
 
Within each funding period there is a maximum number of weeks and hours which can be 
claimed for each child. 
 
Pages 22-24 of the Local Provider Agreement set out the number of weeks and hours in 
each funding period for 2, 3 and 4 year olds. 

 

Logging into the Portal 
 
Go to https://providerportal.portsmouth.gov.uk   

 
  
 
Enter User name and Password 
and click the Log In button  

 
 
 
 

Note: If you cannot remember either your Username or Password you can select the links 
below the Login button and follow the instructions.  See the 'Account Set Up and Logging 
On' section for more information. 
 
 
 
 
 
 
 

https://www.portsmouth.gov.uk/ext/documents-external/edu-lpa-2017.pdf
https://providerportal.portsmouth.gov.uk/
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When you first log into the portal you will see the Announcements page.  
 

 
 
The message on this page is updated regularly with important information so please read 
carefully. 
 

Select  to proceed to the Homepage. 
 
 

Portal Home Page 
 
The portal home page can be accessed any time by clicking 
Home from the navigation menu. 
 

  
 
The number shows how many children in your setting have a 30 hour eligibility code which 
expires in the next 28 days.  See the '30 Hour Entitlement' section for more information. 
 
 

The blue buttons show the 
services available to you, 
which can also be 
accessed from the 
navigation menu along the 
top of the page. 



Provider Portal User Guide (September 2017) 

4 
 

Navigating around the portal 
 
The navigation bar at the top of the page is always visible, no matter which page you are 
viewing. Clicking on a heading in the navigation bar will give you some new options. 
 

Headcount Home 
 
 

              
 
Clicking on 'Provider Home' under the Headcount menu will take you to the same page 
as if you click on the blue Headcount button. 
 

 
The Headcount home page shows the tasks and messages that have been sent to you.   
Outstanding tasks are shown on this page. 
 

 

 
You can click on 'View all tasks' to see a list of all outstanding tasks as well as those 
which you have previously submitted. 
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Any active tasks will be displayed.  To look at historical tasks, those in progress, or not 
started, select an option from the Status dropdown menu. 
 
 
See the 'Headcount and Forecast Tasks' section for information on how to complete a 
task. 

  

30 Hours Free Childcare Home 
 
 

 
 
Clicking on 'Provider Home' under the 30 Hours Free Childcare menu will take you to the 
same page as if you click on the blue 30 Hours Free Childcare button. 
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The 30 Hour Entitlement homepage shows 3 functions that you can carry out: 

 Run a New Check: for children new to your setting or who have not accessed the 30 hour 

entitlement before 

 Review Previous Checks: for children who are known to your setting and who you have 
run eligibility code checks for before 

 Expiration Dashboard: summary of codes and their end dates/grace period dates 
 
See the ' 30 Hour Entitlement' section for information on how to carry out functions in 
relation to the 30 hours childcare. 
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ACCOUNT SET UP AND LOGGING IN 

Requesting a Portal User Account/Change of Account 
 
You need to be set up with a user account on the portal before you can log in.   
 
If an existing user's name or email address needs updating or if a member of staff leaves 
and needs their account to be made inactive, you need to contact the Early Years Funding 
Team. 
 
Send an email to eyfunding@portsmouthcc.gov.uk stating your name, and the name of 
your setting/business. 
 
When your account has been set up, you will receive an email with the Provider Portal web 
address and your username and password. 
 

Activating a Portal User Account 
 

A new Provider portal account must first be activated.  
 
Using the Web Address provided in your account setup email, access the portal log in 
page: https://providerportal.portsmouth.gov.uk   
 
When you first log in with the user name and initial password, you will be informed that an 
activation email has been sent to you and that you must click on the activation link in the 
email to verify your email address.  Open the activation email and: 
  
1. Click on the unique link contained in the email.  

2. Enter your user name and original password.  
 
You will be prompted to change your password and to select a secret question and supply 
an answer. 
 

Logging into the Portal 
 
Go to https://providerportal.portsmouth.gov.uk   

 
  
 
Enter User name and Password 
and click the Log In button  

 
 
 
Note: If you cannot remember either 

your Username or Password you can select the links below the Login button and follow the 
instructions. 

mailto:eyfunding@portsmouthcc.gov.uk
https://providerportal.portsmouth.gov.uk/
https://providerportal.portsmouth.gov.uk/
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Forgotten User Name 
 
If you forget your user name:  
 
1. From the portal Log In screen, click the Forgotten your username? link to display the 

Forgotten Username page.  
 

 
 
2. Enter your registered Email Address and click the Submit button.  

3. Access your registered email account and open the email received to retrieve your user name.  

 

Resetting your Password 
 

To reset your password:  
 
1. From the portal Log In screen, click the Forgotten your password? link to display the 

Forgotten Password page  
 
 
 
 

2. Enter your User name and 
registered Email Address and 
click the Submit button.  

 
 
 
 

 

3. If second factor authentication is enabled, enter 
the Secret Answer and click the Submit button.  

 
4. Access your registered email account and open 

the email received.  

 

5. Follow the instructions in the email to reset your 
password.  
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Resetting your Secret Question 
 

If you need to reset your secret question: 
  
1. From the portal Secret Question screen, click the Forgotten your secret answer? 

link. 
 

 
 
2. Enter your User name and registered Email Address and click the Submit button.  

3. Follow the reset instructions in the email.  
 

Account Locked 
 
If you enter the wrong user name, password or secret answer 3 times your portal account 
will be locked for security reasons.  To have your account unlocked, send an email from 
your registered email address to eyfunding@portsmouthcc.gov.uk  
 

mailto:eyfunding@portsmouthcc.gov.uk
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30 HOUR ENTITLEMENT 

 

Log into the Portal 
 
Go to https://providerportal.portsmouth.gov.uk   

 
  
 
Enter User name and Password 
and click the Log In button  

 
 
 
 

Note: If you cannot remember either your Username or Password you can select the links 
below the Login button and follow the instructions.  See the 'Account Set Up and Logging 
On' section for more information. 
 

Read the Announcement on the first page and then click  to go to the homepage. 
 

30 Hours Free Childcare Home 
 
Go to the 30 Hours home page by using the navigation menu or clicking on the blue 
button. 
 

 
 
Clicking on 'Provider Home' under the 30 Hours Free Childcare menu will take you to the 
same page as if you click on the blue 30 Hours Free Childcare button. 
 

 
 

https://providerportal.portsmouth.gov.uk/
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The 30 Hour Entitlement homepage shows 3 functions that you can carry out: 

 Run a New Check: for children new to your setting or who have not accessed the 30 hour 

entitlement before 

 Review Previous Checks: for all children you have run eligibility code checks for before 

 Expiration Dashboard: summary of codes and their code valid from and to dates/grace 

period dates 
 
The Provider Portal has a daily download at 07.30am of all the eligibility codes that have 
been issued or renewed by the HMRC so the system is up to date every morning ready for 
checks to be run as needed. 
 

Run a New Check 
 
This function is to check that new 30 hour eligibility codes are valid before confirming a 
place in your setting.  You must check 30 hour eligibility codes for children who are going 
to be new to your setting, or when a parent brings you an eligibility code for the first time. 
This could be a child who has been attending your setting but has just become eligible for 
the 30 hour entitlement.  
 
Click on the Run a New Check button, or you can select this option from the navigation 
menu at the top of the page. 
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The Run a new check page appears. 
 
Please read the message carefully - this message is updated when new information is 
communicated from the DfE.   
 
It is essential that before running checks, you have a signed parent declaration form in 
order to comply with the DfE, HMRC and local authority data processing agreements. 
The Parent Declaration Form can be downloaded from here 
 

 
 
Important - Start typing the child's name into 'Find a child' to see if their details are already 
on the portal and known to your setting. For example, type in the child's first name and the 
system will show any matching records below the search box.  
 

 
 
You can also search using their surname, date of birth and parent's NI number. 
 
It is important to search in the Find a Child box even for a new child to avoid duplicate 
child records being entered into the portal. 
 
 
 
 
 
 
 
 
 
 
 

https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
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When a child is already on the portal 
 
When you have entered the search criteria (first letters of forename, or surname etc.), the 
system will show children who match the criteria so you can see if their details are already 
entered. 
 
If the child's details appear under the 'Find a Child' search box and this is the same child, 
click on their details to add them into the boxes below. 
 

 
 
If no matching child details are found, you can go ahead and enter the child's details in the 
boxes in the lower part of the screen. 
 

 
 

Child's forename 
 

 

Child's surname 
 

 

Child's date of birth dd/mm/yyyy 

Parent's NI number this should be the parent that has signed the parent declaration 
form 

Eligibility Code 11 digit code which will usually begin with 500.  Codes 
beginning with 11 are temporary codes which will be replaced 
with a 500 code when the parent renews 

 

Then click on  
 
If the code is valid, the system will return a Success! confirmation message: 
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The message confirms the validity of the code and when the grace period ends.   
 

Not Eligible/Not Found 
 
When running a new check in the Provider Portal, you may get a 'Not Eligible' or 'Not 
Found' result.  Often the reason is that one or more of the data items used on the check is 
incorrect, for example: 
 

 The eligibility code itself is being input incorrectly. 

 An incorrect date of birth is being used. 

 The National Insurance number is incorrect. 

 It is a temporary code (starting with "11"). 
 
If you get a 'Not Eligible' or 'Not Found' result, please carefully check the National 
Insurance number and the date of birth directly with the parent or against the signed 
Parent Declaration Form. If it is a temporary code, please try again after a day or two as 
there is sometimes a small delay in the HMRC system being updated with temporary 
codes. 
 
If all of the above is checked and the code is still not accepted, the parent should log in to 
their Childcare Choices account and check the validity dates and code again. Click here 
for some instructions which you can give to parents. 
 

Review Previous Checks 
 
This shows all the children for whom you have run checks on their 30 hour code.   
Click on 30 Hours Free Childcare from the top menu and select 'Review Previous Checks'. 
 

 
 
 
 

https://www.portsmouth.gov.uk/ext/documents-external/edu-how-parents-can-access-the-childcare-service.pdf
https://www.portsmouth.gov.uk/ext/documents-external/edu-how-parents-can-access-the-childcare-service.pdf
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You can search for a specific child, surname, date of birth etc. using the filter field at the 
top of the screen and pressing Enter/Return on your keyboard. 
 

 
 
 
 
 
 
 
 
 
 
 

Existing Child Checks 
These are the eligibility 
checks run using the 'find 
a child' option for 
children already entered 
on the portal, i.e. 
children that have been 
on previous 
forecast/headcount 
tasks. 

Ad-hoc Checks 
These are the eligibility 
checks run for new 
children who are not 
entered on the portal, 
i.e. children that have 
not been entered on a 
previous forecast/ 
headcount task. 
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Expiration Dashboard 
 
The Expiration Dashboard is used to alert providers about children who are nearing their 
eligibility end date and whose parents have not renewed their code.  Providers can then 
remind parents to recheck their eligibility through www.childcarechoices.gov.uk  
 
Colour coding is used to display the number of children whose Eligibility End Date has 
already expired or will expire within the next 28 days. The number of children falling within 
each category is displayed on the Expiration Dashboard button on the 30 Hour 
Entitlement Portal home page: 
 

 
 
The number displayed in red indicates those whose eligibility has already expired, and 
who have entered the grace period. The number displayed in amber is the number due to 
expire within the next 28 days.  
 
These numbers are also displayed on the 30 Hours Free Childcare tile on the Provider 
Portal home page:  
 

 
 

You can also click on 30 Hours Free Childcare from the top menu and select 'Expiration 
Dashboard'. 
 
The page is set to display all children with a grace period ending in the next 180 days.  
You can change the filtering of this list by selecting from the boxes along the top of the 
page, or changing the number of days, then clicking on Search to reset the list. 
 
These dates relate to the date that the eligibility code is valid from and to. This may differ 
from the date the child is eligible to take up the funding, either due to age or if the code 
was granted after the start of the funding period.  
 
One month before the end date of the code (the 'Eligible To' column), the parent should 
receive a reminder from the HMRC to renew their code.  However, providers should 
remind parents nearing the end of eligibility (amber) and those whose Eligibility End Date 
has already expired (red) to renew their code as soon as possible or their extended hours 
funding will end at the end of the grace period. This will not affect the universal 15 hour 
funding which all 3 and 4 year olds are entitled to. 
 
The 'Eligibility was last checked' date shows when the code was last checked with the 
DWP live system.  This is done automatically every day by the local authority at 
approximately 7.30am so the information on the dashboard is up to date. 
 

http://www.childcarechoices.gov.uk/
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Hovering your mouse over the 'Recheck now' link brings up an information box which 
confirms the date and time the code was last checked.  Clicking on 'Recheck now' allows 
you to run a manual check on a code to see if has been renewed since the automatic 
check was run that morning.  So if a parent has renewed their code at 11am that day you 
can 'Recheck now' to update the dashboard.  
 
'Notes/Further Action Needed' is an optional column where you can add notes (up to 
2000 characters) and tick or untick a box to change the 'further action needed' status from  
to These notes are for yourselves and colleagues to use and are not seen by the Local 
Authority. 
 
To add notes or change the status, click on 'Update'. 
 
 
Click Save to keep any changes. 
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FORECAST AND HEADCOUNT TASKS 

 

Log into the Portal 
 
Go to https://providerportal.portsmouth.gov.uk   

 
  
 
Enter User name and Password 
and click the Log In button  

 
 
 
 

Note: If you cannot remember either your Username or Password you can select the links 
below the Login button and follow the instructions.  See the 'Account Set Up and Logging 
On' section for more information. 
 

Read the Announcement on the first page and then click  to go to the homepage. 
 
 

 
Then either select 
Headcount |Provider 
Home from the menu 
 
or 
 
click on the Headcount 
Button in the main page. 
 
 
 

 
 

 

https://providerportal.portsmouth.gov.uk/
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Any tasks that have been issued to you will be shown in the box on the left of the screen, 
and the orange box shows if the task has been started and when it is due to be submitted.  
The red number indicates how many outstanding tasks you have.   
 
You will also receive an email every time a task is issued to you in the Provider Portal.  
If you do not receive the notification emails, you must contact the Early Years Funding 
Team (eyfunding@portsmouthcc.gov.uk) so that they can update the email address which 
is linked to your account in the provider portal. 
 

 

 
You can click on 'View all tasks' to see a list of all tasks as well as those which you have 
previously submitted. 
 
 

mailto:eyfunding@portsmouthcc.gov.uk
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Any active tasks will be displayed.  To look at historical tasks, those in progress, or not 
started, select an option from the Status dropdown menu. 

Definition of Tasks 
 
There are three different tasks that are carried out within the Headcount area of the 
Provider Portal which are used to confirm the hours claimed for the two year old funding, 
the universal and extended hours 3 & 4 year old funding.  As of September 2017 all 
information is captured in the Provider Portal - there is no longer any need for providers to 
use Any Comms for claiming any funding.  The Local Provider Agreement sets out the 
dates and deadlines for each task. 
 
All of the information you need to enter on the tasks will be on the Parent Declaration 
Form.  Every parent must complete one of these forms and resign it each funding period 
to agree to the conditions of the funding, and to give permission for the information to be 
added to the Provider Portal.  The Parent Declaration form can be downloaded from here 
https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-
2017.pdf  
 
Forecast Task - all providers are required to submit a Forecast Task before the end of 
each funding period, to tell the Early Years Funding Team which children you know will be 
attending your setting from the beginning of the next funding period and how many hours 
they will attend each week.  The payment that you receive at the start of the following 
funding period will be based on the information supplied in your Forecast Task. 
 
Headcount Task - you will be asked to submit this within the first month of each funding 
period.  This is where you update the information submitted on your forecast task to tell us 
which children are actually attending your setting and for how many hours, in case more 
children have arrived, changed their hours or if any children did not start.  Any changes 
either to increase or decrease hours/children will be reflected in the last month of the 
funding period when you will either receive an additional payment or an invoice if you were 
over paid. 
 
Adjustment Task - you can contact the Early Years Funding Team to request an 
Adjustment Task if you need to notify us of any changes to children/hours following the 
submission of the Headcount Task.  Email eyfunding@portsmouthcc.gov.uk for more 

https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
mailto:eyfunding@portsmouthcc.gov.uk
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information and guidance. 

Forecast Task 
 
The Forecast Task will be called Headcount (Forecast) for 2, 3 & 4 year olds every time 
it is issued.  There is also further information in the task name which indicates the funding 
period it relates to. 
 
Each Forecast Task is required the period prior to which it applies.  So, you will be 
required to submit the Forecast Task in Autumn for the children that you know will attend 
your setting during the Spring, and you will submit a Forecast Task in the Spring form the 
children that you know will attend your setting during the Summer, and so on.  This allows 
the Early Years Funding Team to calculate the early years funding payment due to you, 
and to process it at the start of the funding period. 
 
When you have been issued a task, click on the name of the task to open it. 
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The Forecast Task will be prepopulated with the details of children submitted on the 
previous headcount task and had a payment processed for early education funding. 
 
This means you can amend the information rather than having to enter all of the details 
every time. 
 

 
*names have been blanked out in image above 

 
All of the hours will be zero, ready for you to enter the information for the following funding 
period.  You need to complete the Forecast Task so that every child is listed along with the 
hours they will be attending, starting from the 1st day of the next funding period (1st 
September, 1st January, 1st April).  
 
The Funding Column contains a range of symbols. Hovering your mouse over each 
symbol will give a description of what they mean. 
 

 
 

Hovering your mouse over the 
EH symbol will display the 
child's 30 hour eligibility code, 
validity from/to dates and 
grace period end date. 
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Editing Details on the Forecast Task 
 

Click  
 
The screen will change and you will be able to add information in each column to provide 
the end date/leaving date (if appropriate), whether the child is accessing hours on a 
stretched offer over 48 or 52 weeks, and how many weeks and hours they will be 
attending in the following funding period (the date the task applies to is shown in the title 
on the screen). 
 

 
A child who has had a 30 hour check run, and is eligible for the extended hours (additional 
15 hours) will have an EH next to their name, and the Extended Hours columns will be 
active. 
 
The system will not allow you to enter hours which exceed the entitlement for the funding 
period. 
 
The Local Provider Agreement sets out the maximum hours per funding period and how 
this relates to a term time or stretched model. 
 
If a child is no longer attending your setting, set an end date to indicate this, and leave 
their hours at zero.  These children will then be removed from future tasks which are 
issued to you. 
 
Once you have entered all of the details, scroll to the bottom of the page and click 

 

 

https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
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Adding a New Child to the Forecast Task 
 
Before adding any new children with a 30 hour eligibility code, it is important that 
you first check the codes are valid.  Go to 30 Hours Free Childcare | Run a New 
Check to validate all of the eligibility codes, then return to the Forecast Task to 
continue. Click here for more details on running 30 hour eligibility checks. 
 
If you enter new children with eligibility codes that have not been checked, it will not 
be possible for you to add any hours to the extended hours column and the funding 
for the additional hours cannot be paid to you. 
 

To add new children to the Forecast Task, click  
 

 
 
Type the child's forename and surname into the boxes and click Next. 
 
If the child has been entered on the portal before (for example, a 30 hour eligibility code 
check carried out, or on a previous forecast or headcount), their details will be displayed. 
 

If it is the same child you need to add, simply click  
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The screen will refresh and take you back to the Forecast Task with the child now added 
to the list with zero hours.   
 

 
 
 
In exactly the same way as before, you can edit the child's hours by clicking 

  
 
If you added the child by mistake, you can delete the record by clicking on the black cross 
in the right hand column. 
 

If the child has not been added to the portal before, click  
 

 
 
Type the child's forename and surname into the boxes and click Next. 
 
The Add Child screen appears. 
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Enter the details for the child. 
 
If you are entering a 30 hour eligibility code for the child, and have not previously run a 
check on the code to see if it is valid, you will see the message as displayed above.  
 
Save the page, go to 30 Hours Free Childcare | Run a New Check  and then come back 
to this screen to continue entering the child's details. Click here for more details on running 
30 hour eligibility checks. 
 

When you have completed this page, click  
 
If the child is 3 or 4 years old, they may be eligible for Early Years Pupil Premium and 
you will see the following screen. The parent must have given permission for you to check 
the child's eligibility for EYPP funding  by completing and signing Part 3 of the Parent 
Declaration Form. 
 

 

https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
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If the parent has completed the relevant section of the Parent Declaration Form giving 
permission for their eligibility to be checked, click Yes and Next and complete the 
information. Click Save when finished. 
 
If the parent has declined to provide permission, click the Decline to provide button and 
Save. 
 
You will be taken back to the Forecast Task screen. 
 
Continue adding details until the task shows all the children who are attending your setting 
from the start of the following funding period. 

When you are happy that the information is correct, you can click  
 
The payment for the hours submitted in the Forecast Task will be processed at the start of 
the next funding period.  

 

Headcount Task Overview 
 
Approximately two weeks after the start of the new funding period (see Local Provider 
Agreement for dates), you will be issued with a Headcount Task.  The process is exactly 
the same as for the Forecast Task.   
 
The names on the Headcount Task will be prepopulated with those you entered on the 
Forecast task and for whom you received funding. 
 
You need to check the names and fill in the hours on the issued Headcount Task to 
confirm the actual children who are attending your setting that funding period. So if any 
children did not arrive, or new ones have arrived, or any have changed the hours they 
attend, you must complete the Headcount Task to show this. 
 
It may be useful for you to look at the information submitted on the Forecast Task - to do 
this you can View all Tasks from the Provider Portal Home screen.  Select Headcount 
from the menu at the top of the screen, then select Provider Home.  Click here for more 
instructions on viewing previously submitted tasks. 
 
In the last two weeks of the funding period, an adjusted payment will be processed.  If the 
Headcount figure (total children x funded hours) is a higher value than what was entered in 
the Forecast, you will be paid the difference.  If the Headcount figure is less, you will be 
invoiced the difference which will need to be paid back to the council before the end of the 
funding period (31st December, 31st March, 31st August).  This means that all payments 
and adjustments are reconciled fully by the end of each funding period. 
 

https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
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Completing the Headcount Task 
 
The Headcount Task will be called Headcount (Actual) for 2, 3 & 4 year olds every time 
it is issued.  There is also further information in the task name which indicates the funding 
period it relates to. 
 
All providers need to complete the Headcount Task even if there have been no changes 
from their forecast task, this is to confirm that the forecast data is accurate or to inform the 
early years funding team of any changes. 
 
When you have been issued a Headcount Task, click on the name of the task to open it. 
 

 
 
The Headcount Task will be prepopulated with the names of children who were submitted 
on the forecast task and had a payment processed for early education funding. 
 
This means you can amend the information rather than having to enter all of the details 
every time. 
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*names have been blanked out in image above 

 
All of the hours will be zero, ready for you to enter the information for the current funding 
period.  You need to complete the Headcount Task so that every child attending your 
setting during the funding period is listed along with the hours they will be attending.  
 
The Funding Column contains a range of symbols. Hovering your mouse over each 
symbol will give a descrition of what they mean. 
 

 
 

Hovering your mouse over the 
EH symbol will display the 
child's 30 hour eligibility code, 
validity from/to dates and 
grace period end date. 
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Editing Details on the Headcount Task 
 

Click  
 
The screen will change and you will be able to add information in each column to provide 
the end date/leaving date (if appropriate), whether the child is accessing hours on a 
stretched offer over 48 or 52 weeks, and how many weeks and hours they will be 
attending during the funding period. 
 
Please note 
 

 For children accessing 15 or 30 hours funded childcare on a stretched model, the 
hours attended each week will be less than the 15 or 30 hours. 

 For a funded only child due to leave your provision, the end date will be the last 
date of the four week notice period. 

 3 and 4 year olds eligible for 30 hours will be funded until the end of the grace 
period if they become ineligible. 

 

 
The system will not allow you to enter hours which exceed the entitlement for the funding 
period. 
 
The Local Provider Agreement sets out the maximum hours per funding period. 
 
If a child is no longer attending your setting, set an end date to indicate this, and leave 
their hours at zero.  These children will then be removed from future tasks which are 

https://www.portsmouth.gov.uk/ext/professional/support-for-childcare-providers.aspx
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issued to you. 
 
Once you have entered all of the details, scroll to the bottom of the page and click 

 

 

Adding a New Child to the Headcount Task 
 
Before adding any new children with a 30 hour eligibility code, it is important that 
you first check the codes are valid.  Go to 30 Hours Free Childcare | Run a New 
Check to validate all of the eligibility codes, then return to the Forecast Task to 
continue. Click here for more details on running 30 hour eligibility checks. 
 
If you enter new children with eligibility codes that have not been checked, it will not 
be possible for the funding for the additional hours to be paid to you. 
 

To add new children to the Headcount Task, click  
 

 
 
Type the child's forename and surname into the boxes and click Next. 
 
If the child has been entered on the portal before (for example, a 30 hour eligibility code 
check carried out, or on a previous forecast or headcount), their details will be displayed. 
 

If it is the same child you need to add, simply click  
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The screen will refresh and take you back to the Headcount Task with the child now added 
to the list with zero hours.   
 

 
 
 
In exactly the same way as before, you can edit the child's hours by clicking 

  
 
If you added the child by mistake, you can delete the record by clicking on the black cross 
in the right hand column. 
 

If the child has not been added to the portal before, click  
 

 
 
Type the child's forename and surname into the boxes and click Next. 
 
The Add Child screen appears. 
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Enter the details for the child. 
 
If you are entering a 30 hour eligibility code for the child, and have not previously run a 
check on the code to see if it is valid, you will see the message as displayed above.  
 
Save the page, go to 30 Hours Free Childcare | Run a New Check  and then come back 
to this screen to continue entering the child's details. 
 

When you have completed this page, click  
 
If the child is 3 or 4 years old, they may be eligible for Early Years Pupil Premium and 
you will see the following screen. The parent must have given permission for you to check 
the child's eligibility for EYPP funding  by completing and signing Part 3 of the Parent 
Declaration Form. 
 

 
 

https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
https://www.portsmouth.gov.uk/ext/documents-external/edu-parental-declaration-form-2017.pdf
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If the parent has completed the relevant section of the Parent Declaration Form giving 
permission for their eligibility to be checked, click Yes and Next and complete the 
information. Click Save when finished. 
 
If the parent has declined to provide permission, click the Decline to provide button and 
Save. 
 
You will be taken back to the Forecast Task screen. 
 
Continue adding details until the task shows all the children who are attending your setting 
from the start of the following term. 

When you are happy that the information is correct, you can click  
 
The payment for the hours submitted in the Headcount Task will be towards the end of the 
funding period.  

 

Adjustment Task 
 
Any changes to children accessing your setting, or number of hours, which occur after you 
have submitted the Headcount Task should be sent to us as an Adjustment Task.  Contact 
the Early Years Funding Team eyfunding@portsmouthcc.gov.uk to request an adjustment 
task and to be guided through this process. 
 

mailto:eyfunding@portsmouthcc.gov.uk

