“wNorfolk County Coundi Early Education Funded Entitlement
R Parent / Carer Claim Form

Provider Guidance

The parent / carer claim form is mandatory and MUST be signed (an electronic signature is acceptable) by all
families who wish their childcare provider to claim a funded entitlement on their behalf. The form can be
issued via email or in paper format. The template MUST NOT be adapted.

Where necessary, it is acceptable to support parent/carers to fill out the form to claim the funding. However, it
is not acceptable to complete the form on their behalf and expect them to simply sign the form. All
parents/carers must have a clear understanding of what they have signed and what will be claimed on their
behalf. All applicable sections of Part 2 and 3a, b, or ¢ must be completed to meet spot check / audit
requirements.

Early Education funding cannot be claimed without a signed form in place as consent MUST be obtained
to share the family and funding information with the Local Authority. Failure to meet these requirements will
mean that funding will be recovered if we become aware of non-compliance. Termly spot checks will take
place to ensure claim forms have been completed as expected and the supplied template(s) are in use.

The completed form will be used to settle funding overclaims, support the decision where funding is paid
when a shared arrangement is in place, and to ensure compliance when a claim for less than 6 weeks is
submitted.

To help with our compliance checks, please upload Part 3 of the claim form via the child record in the Provider
Portal to evidence the claim and consent which is less than 6 weeks. Please do not upload any other
documents unless the Early Years Finance Team specifically requests them.

Claim forms must be securely stored for a period of 6 years plus current.

The form is split into three parts - When to Issue/Complete?

e Part 1is guidance and information It must be issued to all families
It is a combination of notes to assist parents/carers to complete Part 2 | who are new to claiming the
& 3 of the form and a QR code to download the Parent/Carer Booklet. | funding entitlement.

It must be completed every time
e Part 2 is about the parent/carer and child and declaration a new entitlement commences, or
when parent/carer details change.

e Part 3a, b or c is about the entitlement claim for a 12-month period It must be completed every time

a new entitlement commences, or

There is a different template based on the child’s eligibility cycle and when parent/carer details change.
start date.
o eligible 1 April to 31 August - Part 3a — Autumn start [IMPORTANT] Whilst the funding
o eligible 1 September to 31 December - Part 3b — Spring start data has been collected ACTUAL
o eligible 1 January to 31 March - Part 3¢ - Summer start ATTENDANCE must be claimed

notwithstanding short absences.

Parent/carer Booklet

The parent/carer booklet (and Part 1) must be shared with all new families prior to them making their first
funding claim. The aim of the booklet is to communicate how funding is offered in Norfolk, how/when it
can/must be claimed and what they should expect.
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Mail Merge Documents
To help populate the forms to share with families, we have created documents which can be used to mail
merge the family/funding data using Microsoft Word and Excel.

Upon request (via email) we can also provide a populated Excel list based on your latest claim for you to
modify in readiness for the new claim period.

Part 3
Instructions Part 2 Word doc AUTUMN SPRING SUMMER Excel List
a Word doc b Word doc ¢ Word doc

Document Links and QR Codes

Part 1 Part 2 Part 3a Part 3b Part 3c
AUTUMN SPRING SUMMER

Part 1 Weblink Part 2 Weblink Part 3a Weblink Part 3b Weblink Part 3c Weblink
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Parent / Carer Booklet
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Distribute in: | December to February March to July August to November



https://www.schools.norfolk.gov.uk/media/33112/Provider---Claim-Form-Mail-Merge-Instructions/pdf/eaEY_Claim_Form_-_Mail_Merge_Instructions.pdf?m=1710062957943
https://www.schools.norfolk.gov.uk/media/33110/Provider---Claim-Form-Mail-Merge-Part-2/doc/caEY_Claim_Form_-_Mail_Merge_Parent_Carer_Part_2.doc?m=1710062838973
https://www.schools.norfolk.gov.uk/media/33113/Provider---Claim-Form-Mail-Merge-List/excel/f3EY_Claim_Form_-_Mail_Merge_List.xlsx?m=1710063017907
https://www.schools.norfolk.gov.uk/media/34170/Provider---Claim-Form-Mail-Merge-Part-3a-AUTUMN/doc/enParent_Carer_Form_-_Part_3a_-_Autumn_Start_-_MM.docx?m=1750861796790
https://www.schools.norfolk.gov.uk/media/34169/Provider---Claim-Form-Mail-Merge-Part-3b-SPRING/doc/f9Parent_Carer_Form_-_Part_3b_-_Spring_Start_-_MM.docx?m=1750861845920
https://www.schools.norfolk.gov.uk/media/33111/Provider---Claim-Form-Mail-Merge-Part-3c-SUMMER/doc/ftParent_Carer_Form_-_Part_3c_-_Summer_Start_-_MM.docx?m=1750861880797
https://www.schools.norfolk.gov.uk/media/33082/Parent-or-Carer-Funding-Claim-Form---Part-1/pdf/mnEY_Claim_Form_-_Parent_Carer_Part_1.pdf?m=1709851491350
https://www.schools.norfolk.gov.uk/media/33083/Parent-or-Carer-Funding-Claim-Form---Part-2/pdf/meEY_Claim_Form_-_Parent_Carer_Part_2.pdf?m=1709851470220
https://www.schools.norfolk.gov.uk/media/41880/Parent-or-Carer-Funding-Claim-Form---Part-3a-AUTUMN/pdf/80Parent_Carer_Form_-_Part_3a_-_Autumn_Start.pdf?m=1750861028933
https://www.schools.norfolk.gov.uk/media/41881/Parent-or-Carer-Funding-Claim-Form---Part-3b-SPRING/pdf/9mParent_Carer_Form_-_Part_3b_-_Spring_Start.pdf?m=1750861085580
https://www.schools.norfolk.gov.uk/media/41882/Parent-or-Carer-Funding-Claim-Form---Part-3c-SUMMER/pdf/99Parent_Carer_Form_-_Part_3c_-_Summer_Start.pdf?m=1750861153267
https://www.schools.norfolk.gov.uk/media/33080/Parent-or-Carer-Funding-Claim-Form---Part-2/doc/moEY_Claim_Form_-_Parent_Carer_Part_2.docx?m=1709851513577
https://www.schools.norfolk.gov.uk/media/41885/Parent-or-Carer-Funding-Claim-Form---Part-3a-AUTUMN/doc/bkParent_Carer_Form_-_Part_3a_-_Autumn_Start.docx?m=1750861352657
https://www.schools.norfolk.gov.uk/media/41887/Parent-or-Carer-Funding-Claim-Form---Part-3b-SPRING/doc/cjParent_Carer_Form_-_Part_3b_-_Spring_Start.docx?m=1750861452530
https://www.schools.norfolk.gov.uk/media/41888/Parent-or-Carer-Funding-Claim-Form---Part-3c-SUMMER/doc/c2Parent_Carer_Form_-_Part_3c_-_Summer_Start.docx?m=1750861522227
https://www.schools.norfolk.gov.uk/media/14132/Early-Education---Information-for-Parents-or-Carers---booklet/pdf/26early-education-information-for-parents-or-carers-booklet.pdf?m=1701425157837
https://www.schools.norfolk.gov.uk/media/32980/Ready-steady-go-SPRING/pdf/23READY_STEADY_GO_-_Spring_17lx7emhrdfck.pdf?
https://www.schools.norfolk.gov.uk/media/32980/Ready-steady-go-SPRING/pdf/23READY_STEADY_GO_-_Spring_17lx7emhrdfck.pdf?
https://www.schools.norfolk.gov.uk/media/32983/Ready-steady-go-SUMMER/pdf/5lREADY_STEADY_GO_-_Summer.pdf?m=1709208675847
https://www.schools.norfolk.gov.uk/media/32983/Ready-steady-go-SUMMER/pdf/5lREADY_STEADY_GO_-_Summer.pdf?m=1709208675847
https://www.schools.norfolk.gov.uk/media/32981/Ready-steady-go-AUTUMN/pdf/32READY_STEADY_GO_-_Autumn.pdf?m=1709208376963
https://www.schools.norfolk.gov.uk/media/32981/Ready-steady-go-AUTUMN/pdf/32READY_STEADY_GO_-_Autumn.pdf?m=1709208376963

