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Early Years Provider Portal 

FAQ 

Logging in 

The first time you log on you will be asked to verify your account and asked to change 

your password and set a security question. A verifying e-mail will be sent to the e-mail 

address that is registered. 

Make sure your e-mails are not going into your junk mailbox. 

 

Locked out of your account 

You will be locked out of your account on your third failed attempt. You will need to 

contact nef@shropshire.gov.uk or 01743 254519 to get your account reset.  

To prevent getting locked out of your account after your second failed attempt you can 

reset your password by clicking the ‘forgotten password’. You will then be sent a 

temporary code to your registered e-mail address. 

 

Adding a child  

When you add a child, ensure you have the correct spelling. In order to add the hours 

ensure you click the Edit headcount button and enter the number of weeks for the term. 

 

Post code 

When entering the address if the postcode is unknown you will need to check against the 

Royal Mail Postcode/address finder to ensure the address exists. Click on the below link 

and follow the instructions by typing in the start of the address or postcode. 

http://www.royalmail.com/find-a-postcode 

 

Start / End Date 

The start date does not need to be amended for existing children, this is the date they 

started claiming funding. If they are a new child you can enter the date they started and 

amend the weeks accordingly. 

The end date only needs to be entered if you are aware that the child is leaving your 

setting. If they are leaving because they are starting school the following term please 

enter the date they leave your setting rather than when attending reception i.e. July not 

31 August. 

 

Delete a child’s record 

You can’t ever delete a child’s record but rather put an end date or don’t claim any hours 
and this will remove it off your next headcount task. 

mailto:nef@shropshire.gov.uk
http://www.royalmail.com/find-a-postcode


 

Updated March 2018  Page 2 of 4 
 

 

Stretched offer 

If you are offer the stretched hours option please ensure you complete the 
Universal/Extended hours claimed per term. This is what you will be funded for the term.  

e.g. if you have a 30 hour eligible child claiming their full entitlement with you but over the 
term time and holiday periods you can put the number of weeks you are stretching the 
funding over and ensure the maximum hours are entered under the claimed per term.  

If there are 12.8 weeks in the summer term they are entitled to claim 15hours x 12.8 = 
192 universal hours and 192 extended hours. 

 

What determines a child’s Ethnicity 

It is down to the parents/carers to determine the ethnicity of the child. It is not necessarily 

linked to the child’s nationality but more so to the culture to which the family must closely 

align themselves.  

 

How do claim funding for a reception age child in my setting? 

If they have claimed funding from your setting before you can click add child, enter the 

details and the child should appear in a list which you select. If you have any problems e-

mail nef@shropshire.gov.uk 

If the child is new to your setting you will need to contact us by e-mail 

nef@shropshire.gov.uk so we can add the child to your headcount form.   

 

Change of funding 

Do I still need to complete a change of funding form? 

Up until the deadline date for your actual headcount form you can amend the start and 
end date and amend the weeks accordingly. After the deadline date of the actual 
headcount form you will need to complete a Change of funding form and return to the 
Early years team nef@shropshire.gov.uk or post it to Early Years Team, Shirehall, Abbey 
Foregate, Shrewsbury, SY2 6ND. The form can be found on the following link: 
https://www.shropshirelg.net/media/511799/Changing-Your-Early-Years-Funding.pdf 
 

 

What do if I find that I have made an error on my headcount claim and the deadline 

date has passed? 

If it is an error on the provisional form then you can correct it on the actual form when it is 

available. If it is an error in your actual form then you will need to send an e-mail to 

nef@shropshire.gov.uk with the details of the mistake and we will then amend your 

records and payments. 

  

mailto:nef@shropshire.gov.uk
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Extended Free Entitlement 

Parents have to reconfirm their details every 3 months. They will be sent up to three 

reminders by HMRC to reconfirm details. The first reminder will be sent a month before 

their validity end date. 

If they do not reconfirm before the validity end date, they will then need to contact HMRC 

using the 30 Hour query line 0300 1234097. 

 

When does a parents entitlement to 30 hour funding begin 

Entitlement begins in the term after the parents made their application. Even though 

parents may have an e-mail confirming that their ‘start date’ for 30 hour funding is during 

the term their actual entitlement will only begin in the following term: 

Start date between 1st date that funding can be claimed 

Jan 1st and March 31st April 1st 

April 1st and August 31st September 1st 

September 1st and December 31st January 1st 

 

Extended Entitlement (EE) fields not opening after a check? Please check the 
following: 

- Check the information provided is correct; must match what was provided to HMRC 

- Code not linking with child– see below 

- Parent has not reconfirmed or is no longer eligible 

 

Link a child to the code: 

Go into the headcount 

Go to the individual child 

Click on Change the child details tab 

Once in the change the details, you will see next to that child, where it says eligibility 
code, the 30 hour code is there waiting for you to verify it. Once you click on it, it will 
appear in the Eligibility code box. 

Once you have done that, save at the bottom of the page this takes you back to the 
headcount page, where you then need to click, edit headcount and you will see that this 
has opened up the last two columns in order for you to add the extended hours. 
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Early Years Pupil Premium 

If applying under economic eligibility for EYPP you need to do this through the portal, you 
no longer need to send in the spreadsheet. You need to add the carer’s details on the 
child’s record so a check can be run, you can do this by: 

Click on your headcount form, click on a child and click on Carer’s details and add the 
carer’s details, please note the names are case sensitive when we run the checks.  

Once a check is run a letter ‘P’ will appear against the child’s name in the funding column 
in the headcount form. Checks will be carried out following the deadline date of the actual 
headcount forms. 

The funding will be added to actual payment.  

If applying for LAC children then please contact neville.ward@shropshire.gov.uk 

 

24U 

Where do I record the 24u reference number? 

You don’t record this anywhere, if a child is eligible for 2 year old funding a ‘2’ symbol will 
appear in the funding column. If this symbol does not and you are sure that they are 
eligible e-mail us to verify at nef@shropshire.gov.uk 
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