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Spring 2023 Census 
Week: 16 to 20 January 2023 inclusive 

 
Deadlines 

Part 1: Child level data – Spring 2023 Actuals 20 January 2023 
Part 2: Establishment level data 27 January 2023 

 
The Early Years Census is collected in two parts, child level data (Part 1) which 
is your Spring 2023 Actuals claim for funded early education hours and 
establishment level data (Part 2) which is the completion of the Early Years 
Census & Provider Update form on the portal. 
 
The form and/or funding claim, should be completed as if it is a normal working 
week/situation.  Therefore, where – 

• Children are temporarily absent, for example, sick or on holiday, please 
include them 

• The setting is temporarily/partially closed for any reason, record the 
situation which would have applied during the week including usual staff 
numbers 

 
Age Range 
For the purposes of this census the following ages are defined as: 

• 2-year-old has a date of birth between 1 January 2020 and 31 December 2020 
• 3-year-old has a date of birth between 1 January 2019 and 31 December 2019 
• 4-year-old has a date of birth between 1 January 2018 and 31 December 2018 

 
Who should complete the Early Years Census? 
All private, voluntary and independent providers operating in England who will 
claim Early Education funding during census week are required to complete 
Parts 1 and 2 of the Early Years Census. 
 
It is not compulsory for schools offering early education to complete the Early 
Years census (Parts 1 and 2), unless the age range of the school determines 
that the funded child is not a registered pupil of the school and/or the early 
education offer to families is part of the community facilities/services provided 
under Section 27 of the Education Act. 
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The following table determines which census should be completed for child 
level data (Part 1) by schools 

Registered pupils of the school (2, 3- and 4-year-olds depending on the 
statutory age range of the school) 

School 
Census Registered pupils of the school (2, 3- and 4-year-olds depending on the 

statutory age range of the school) attending provision which is s27 governor 
run or managed by an academy or trust under charitable objectives 
Attending provision which is s27 governor run or managed by an academy or 
trust under charitable objectives and not registered pupils of the school Early 

Years 
Census Children (aged 2, 3 and 4) attending a separate Ofsted registered PVI provider 

on a school site 
 
If you are uncertain, please contact the Early Years Finance team via email at 
earlyyearsfinance@norfolk.gov.uk so that confirmation can be provided. 
 
Child Level Data (Part 1) 
When private, voluntary, independent, and Section 27 (not registered pupil) 
providers submit their Spring 2023 early education funding claim the Present 
during Census field must be ticked to confirm that the child was expected to 
attend or attended on or between 16 and 20 January 2023. 
 
Funding Details Tab 

 
 
All schools submitting their child level data via the school’s census should not 
have the Present during Census field ticked. 
 
Funding Details Tab 

 
 
Please note: Schools must submit their Spring 2023 Actuals via the portal to 
receive funding payments. 

mailto:earlyyearsfinance@norfolk.gov.uk
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Establishment Level Data (Part 2) 
The form contains a combination of questions directly for the census and others 
for the Local Authority (LA).  Some fields may already contain data, this is the 
information that the LA currently holds about your setting.  Each field MUST be 
checked and amended if necessary.  Fields, which are coloured grey, are read 
only.  To update this information, it may be necessary to contact Ofsted or 
Family Information. 
 
Pages 6 and 7 provides the opportunity to update information that is shared 
via the Norfolk Community Directory if consent has been given.  It is not 
mandatory to update these pages, but it is recommended as an annual update. 
 
Your provider details can be found by searching the directory via the webpage 
– Search results | Norfolk Community Directory 
 
How the Local Authority uses the data 
The data collected is collated and submitted to the Department for Education 
to meet our statutory requirement.  The additional information collected will 
help inform future support and strategy for the Early Years’ Service. 
 
Deadlines 
Part 1: Child level data – Spring 2023 Actuals 20 January 2023 
Part 2: Establishment level data 27 January 2023 
 
Data Protection and Data Sharing 
Source: 
https://www.gov.uk/guidance/complete-the-early-years-census/statutory-requirement-data-sharing-and-regulations 

 
The UK General Data Protection Regulation (UK GDPR) and the Data Protection 
Act 2018 (DPA 2018) mandate certain safeguards regarding the use of personal 
data by organisations, including DfE, local authorities and early years settings. 
Both give rights to those (known as data subjects) about whom data is 
processed, such as children, parents and staff. These rights include (amongst 
other information that the DfE is obliged to provide) the right to know: 
 

• the types of data being held 
• why it is being held 
• to whom it may be communicated 

 

https://communitydirectory.norfolk.gov.uk/Search?CategoryId=73&SM=ServiceSearch
https://www.gov.uk/guidance/complete-the-early-years-census/statutory-requirement-data-sharing-and-regulations
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As data processors and controllers in their own right, it is important that schools 
process all data (not just that collected for the purposes of the census) in 
accordance with the full requirements of the UK GDPR. Further information on 
the UK GDPR can be found in the Information Commissioner’s Office (ICO) 
overview of the UK General Data Protection Regulation (UK GDPR). 
 
Legal duties under the UK General Data Protection Regulation and the 
Data Protection Act 2018: privacy notices 
Being transparent and providing accessible information to individuals about 
how schools and local authorities will process their personal data is a key 
element of UK GDPR and the DPA 2018. The most common way to provide 
such information is through a privacy notice. See the Information 
Commissioner’s Office (ICO) website for further guidance on privacy notices. 
 
DfE provides suggested wording for privacy notices that early years settings 
and local authorities may wish to use. However, where the suggested wording 
is used, you must review and amend the wording to reflect local business needs 
and circumstances. This is especially important, as early years settings and local 
authorities will process data that is not solely for use within census data 
collections. 
 

It is recommended that the privacy notice: 
• is included as part of an induction pack for parents and staff 
• is made available on the early years setting’s website for parents 
• features on the staff notice board or intranet 

 

Privacy notices do not need to be issued on an annual basis, where: 
• new parents and staff are made aware of the notices 
• the notices have not been amended 
• they are readily available in electronic or paper format 

 

However, it remains best practice to remind parents of the early years setting’s 
privacy notices at the start of each term (within any other announcements and 
correspondence to parents), and it is important that any changes made to the 
way the early years setting processes personal data are highlighted to data 
subjects. 
 

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/right-to-be-informed/
https://www.gov.uk/government/publications/data-protection-and-privacy-privacy-notices
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Legal duties under the UK General Data Protection Regulation and the 
Data Protection Act 2018: data security 
Local authorities and early years settings have a legal duty under the UK 
General Data Protection Regulation (UK GDPR) and the Data Protection Act 
2018 to ensure that any personal data they process is handled and stored 
securely. Further information on data security is available from the Information 
Commissioner’s Office. 
 
Where personal data is not properly safeguarded, it could compromise the 
safety of individuals and damage an early years setting’s reputation. Your 
responsibility as a data controller extends to those who have access to your 
data beyond your organisation where they are working on your behalf – for 
example, where external IT suppliers can remotely access your information. 
 
It is vital that all staff with access to personal data understand the importance 
of: 
 

• protecting personal data 
• being familiar with your security policy 
• putting security procedures into practice 

 

As such, early years settings should provide appropriate initial and refresher 
training for their staff. 
 
  

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/security
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/security
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To submit Part 2 of your census return– 
 

Open the Provider Portal: www.norfolk.gov.uk/eyproviderportal 
 

  
 
Click Sign In            (here OR here) 
 

 
 

Enter your username and click NEXT 
 

  
 

Enter your password and click SIGN IN to open the Home Page 
 

 
 
  

http://www.norfolk.gov.uk/eyproviderportal
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Select the FORMS module. 
 

 
 

 
 
Click on the form named Early Years Census & Provider Update (form will load 
in a new window). 
 

 
 
There are 7 pages to review and / or update. 
 

• Page 1 – Registration Details 
All these fields are read only 
 

Listed on the Early Years Registers 
This data has been shared with the Local 
Authority by Ofsted. Please check that the 
information is complete and correct. 
 
If amendments are required, the Nominated 
Individual must contact Ofsted directly to 
resolve. 

NOT Listed on the Early Years Registers 
Please check that the information is 
complete and correct. If amendments are 
required, please contact the Family 
Information team. 

 
• Page 2 – Provider 

There are some greyed-out fields which are read only, it is not possible 
to amend them.  If this information is incorrect, please contact Family 
Information. 
 

This section is a combination of questions and dropdown lists collecting 
information about your childcare and early education offer to families. 
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• Page 3 – Staff 
This section is a combination of questions collecting information about 
staff qualifications and recruitment. 
 

• Page 4 – Child Numbers 
This section is a combination of questions collecting information about 
child numbers on roll, occupancy, waiting lists and SEND. 
 

• Page 5 – Data Sharing and Consent Options 
An opportunity to review and update your consent status and main 
contact details. 
 

• Page 6 – Norfolk Community Directory 
An opportunity to review and update your business narrative. 
 

• Page 7 - SEND Local Offer 
An opportunity to review and update your SEND Local Offer narrative 

 
All “open” fields should be completed with information.  Some fields may 
already be populated with data currently held by the Local Authority.  Please 
ensure this detail is checked carefully and amended where appropriate. 
 
It is possible to quickly switch between pages either by selecting 
 

  
 
or by selecting the applicable page name in the drop-down and clicking the 
double arrow box 
 

 
 
The form should take no more than 40 minutes to complete.  Please call or 
email the Family Information team (FIS team) if you need any support or 
request a call via the portal on 16 January 2023. 
 

01603 223501 or fis@norfolk.gov.uk 

mailto:fis@norfolk.gov.uk
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Page 1: Ofsted Record 

 

 

This section is read only. 
 

If any details are incorrect, please 
contact Ofsted if your provision 
is listed on the Early Years 
Register, otherwise please 
contact the FIS team. 

 

Page 2: Provider 

 

 

This section is read only. 
 

If any details are incorrect, please 
contact the FIS team. 

 

 

All questions in this section 
must be completed. 
 
Q3: The Daily Opening Times 
relate to the general opening 
and closing times of the provider, 
not the times when early 
education is offered. 
 
A closure for lunch should not 
be recorded. 
 
Please tick “funded places” if 
early education is offered at any 
time during the times stated. 
 
Please ensure the time format is 
24 hours.   e.g. 15:30 
 
Where the setting is not open on 
any particular day, this day 
should be left blank. 
 
Do not use weekdays from the 
drop down for “day”. 
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All questions in this section 
must be completed. 
 
 
 
 
 
 
 
The fees should be the cost 
charged to families for a 3 or 4 
year non funded hour, session 
and / or day.  If not applicable, 
please leave the field blank. 
 
 
 
 
 
 
 
 
 
 
Q1: Answer NO, if families can 
only select certain times to 
receive their child’s entitlement 
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Q4: This is read only 
 
This information has been 
collated from your current 
Funding Agreement. 
 
The number of weeks will be 
used by the Finance team to 
determine the maximum number 
of hours available if a stretched 
offer is claimed. 
 
If the information is incorrect, 
please email Early Years Finance. 
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Page 3: Staff 
When recording staff numbers please count their highest qualification only. 
Staff should not be double counted. 

 

 
All questions in this section 
must be completed. 
 
 
 
 
 
 
Volunteers should not be 
included in the count 
 
The answer to Q1 must equal the 
total sum of Q2 to Q7 
 

Examples  
• A member of staff holds an 

Early Years Level 2 and Level 
3 qualification and does not 
have a managerial role.  
Please count this member 
once and include them in 
question 3. 
 

• Another member of staff 
holds an Early Years Level 3 
and EYPS qualification.  
Please count this member 
once and include them in 
question 5. 

 
If your answer is YES, please 
provide a BRIEF narrative. 
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Page 4: Child Numbers 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
Please record the number of 
funded and unfunded children 
registered to attend during 
census week within each DOB 
range listed. 
 
 
 
 
 
 
 
 
 
Please use a percentage to 
indicate level of current 
occupancy. 
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Please indicate whether you have 
a waiting list for 2-, 3- and 4-
year-olds. 
 
 
 
 
 
 
 
 
 
 
 
 
Please indicate the number of 
children receiving help that is in 
“addition to, or different from” 
the support generally given to all 
children of the same age. 
 
The number of children in Q1, 
should include those counted in 
Q2, Q3 and Q4. 
 
Please do not include any 
narrative in your answer. 
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For each child counted in Q1, 
please determine their main 
(primary) need and total these 
together. 
 
Totals in Q5, Q6, Q7 and Q8 
should equal the total in Q1 
 

Number of Places 
Each term we request that your sufficiency data is reviewed and updated using the 
SUFFICIENCY MODULE.  The vacancy data submitted is used by the family Information team 
to help families searching for childcare. 
 

In addition, it is possible for you to add a note, which will be displayed on the Norfolk 
Community Directory if you have given consent (Q3 – Page 5) 

 

 
Please indicate whether you are 
restricting the number of 
children that can attend 
compared to the maximum that 
could. 
 
This is an opportunity to add a 
narrative about vacancies. 
Examples: 
• Please call for current availability 
• We have spaces, please contact us 

to find out more 
• Book a visit, we have spaces 

 
NB:  Please avoid adding a date or time 
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 Page 5: Data Sharing and Consent Options 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
This section provides you with 
the opportunity to review and 
amend if necessary, the 
consent currently held and 
provide main contact details 
for specific roles. 
 
BEFORE MOVING TO THE NEXT 
PAGE, please remember to add 
the date to confirm each 
question has been checked 
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Please indicate the person 
who is the main contact and 
contacted or sent early years 
information. 
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Page 6: Norfolk Community Directory 
 

 

 
 

 
 
 
 
 
 

 
We recommend that at least 
annually your Directory record 
is checked for accuracy. 
 
Records can be corrected / 
updated by submitting a 
Provider Update Form via the 
FORMS MODULE between 
February and December. 
 
The narrative should not exceed 
150 words.  Your submission will 
be checked to ensure it contains 
suitable content.  It may be 
altered to avoid repetition and 
maximise search results. 
 
 
 
 
 
TIP! It may be easier to copy and 
paste the narrative to the form 
from a Word (or similar) 
document. 
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Click Insert Item to add an 
additional school or language 
and then select the record from 
the dropdown list. 
 
 
 
 
Select any facilities that you offer 
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Page 7: SEND Local Offer 
 

 

 
 

 
 
 

 
We recommend that at least 
annually your Directory record 
is checked for accuracy. 
 
Records can be corrected / 
updated by submitting a 
Provider Update Form via the 
FORMS MODULE between 
February and December. 
 
 
 
The narrative should not exceed 
150 words.  Your submission will 
be checked to ensure it contains 
suitable content.  It may be 
altered to avoid repetition and 
maximise search results. 
 
 
 
 
TIP! Copy the existing narrative 
from the Directory and amend if 
needed. 
 

 
Once this final page is complete, the form can be submitted. 
 



Guidance 
EARLY EDUCATION 
Early Years Census 2023  v. Jan-23 
   

Page 21 of 21 

 
 

Enter the name and contact details of the person completing the form, together 
with the date. 
 

Click Submit Form  

 
 

You may get a pop-up screen to confirm that you wish to submit the form, click 
ok.  
 

 
 

Once you receive the green tick the form has been submitted for approval. 

 
 

Once a form is submitted you can view the status - Click View Forms. 
 

 
 
TIP! 
If the form is marked PENDING, it is possible to re-open the form (click on the 
form marked PENDING from the list), to make any adjustments and then submit 
again. 


