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EARLY YEARS LEARNING AND CHILDCARE
Early Years Census and Data Collection 2026	v. Apr-26
  
[image: Warning outline]BEFORE completing this task, it is recommended that you check and submit the Staff and Sufficiency Records.

Guidance:
· How to sign in to the Portal
· My Details (Costs)
· Staff Module
· Sufficiency Module











Part 2: Funding Agreement Data Collection – Form Submission

To complete and submit this task –

Sign in to the Provider Portal: www.norfolk.gov.uk/eyproviderportal
            or
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Select Forms
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and Click on the form named EY Data Collection Form (the claim period will also be included)

[IMPORTANT] Please do not click the Submit Form Button UNTIL you have reached the last page
Introduction

· Page 1 – Details of Person Completing the form
Please enter date form is completed

· Page 2 – Registration Details All these fields are read only
Are you……….

	Listed on the Early Years Register
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 Register
Please check that the information is complete and correct. If amendments are required, please contact the Early Years team.



· Page 3 – Data Sharing and Consent Options
An opportunity to review and update your consent status and main contact details.
Please remember to update the date.

· Page 4 – Provider
This section is a combination of questions and a dropdown list detailing information about your setting.


· Page 5 – Childcare Offer
This section is a combination of questions and dropdown lists detailing information about your childcare fees and offer to families.

· Page 6 - Workforce
This section is a combination of questions detailing information about staff and recruitment.

· Page 7 – Sufficiency
This section is a combination of questions detailing information about childcare places, occupancy, and waiting lists.


All “open” fields should be completed with information where applicable to you/the setting.  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.

The form should take no more than 15 minutes to complete.  All questions must be completed.  If not applicable to your setting, please answer NO.

Please call or email the Early Years Team if you need any support.

01603 222300 or earlyyearsandchildcare@norfolk.gov.uk



If you need to update your Norfolk Directory Record, please complete the form named–

INFO – Norfolk Community Directory Record



Page 1: Person Completing the Form
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Please enter the name and contact details of the person completing the form, together with a contact email address and date.

This person will be contacted if there is a query with the form.

PLEASE REMEMBER TO AMEND/ENTER THE DATE




Page 2: Registration
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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 EY team.



Page 3: Consent
If you plan to use the Norfolk Community Directory to publish your chargeable extras and early education offer, you must confirm/consent that your details can be made public here.

Childminders and providers caring for 10 or fewer children at any one time can be exempt from this requirement if preferred.
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	Data Sharing and Consent Options

This section provides you with the opportunity to review and amend the consent details currently held and provide main contact details for specific roles.

Please indicate the person who is the main contact for Being 2, funding and SLP.

Childminders must also advise if they consent to their details being shared with their District Council

It is recommended that all members of your team with other responsibilities (eg. Manager, Committee, SEND and Training) should subscribe to the newsletter communications to receive current information.

BEFORE MOVING TO THE NEXT PAGE, please remember to add the date to confirm each question has been checked and consent is given
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Page 4: Provider
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	Where do you operate from?

Please copy and paste one of the examples provided.
· My home
· My home with assistants
· Village hall
· Classroom(s) on a school site
· Mobile on a school site
· Standalone building
· Standalone building with other users
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	When are you open to families?

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
· ensure the time format is 24 hours.   e.g. 15:30
· do not use weekdays from the drop-down field “day”
· leave blank any day where the setting is not open
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	Age Range

Please indicate the earliest age a child can attend in years and months and oldest.

	Eg. From 8 months =
[image: ]
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	Tax Free and Universal Credit Childcare

Please indicate if you are registered / support each scheme.

Links are provided to find out more information
· Tax Free Childcare
· Universal Credit Childcare
· Provider Info (to sign up and more)
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	Website / Social Media Details

Please indicate if you have a website and/or social media accounts to promote your childcare offer.

For providers that are required to publishing their information, please indicate that the following is available online –
· Policies
· Fees
· Offer (when early education is available)







Page 5: Early Education and Childcare Offer
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Please indicate which fees are currently charged and that the Cost Section with the My Details tab has been checked/amended.
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Guidance to complete this module
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Please indicate if funded children are attending before 9am and after 4pm in one day and if so, how many 
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	Only required if you offer a Holiday Club / Playscheme.

Please answer NO to all questions, if this does not apply
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	Only required if you offer Wraparound Childcare to school aged children.

Please answer NO to all questions, if this does not apply

Click Insert Item to add any school which you drop off or pick up children from.
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	Only required if you offer a Parent and Toddler Group to families.

Please answer NO, if this does not apply














Page 6: Workforce
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	PROVIDER PORTAL: Staff Module

The first section confirms that you have checked your staff records and amended as needed.

Guidance to complete this module
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	The next sections are a combination of YES/NO questions.

We may contact you for more information.



Page 7: Sufficiency
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	PROVIDER PORTAL: Sufficiency Module

The first section confirms that you have checked your sufficiency data and amended as needed.

Guidance to complete this module
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	Occupancy

This section is a combination of YES/NO questions, together with collecting your occupancy level as a %.  Eg. 80%

If you are unable to accept any more children this claim period, please enter 100%.

Please do not add any narrative.
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	These sections are a combination of YES/NO questions.

We may contact you for more information.



This is the final page.
Prior to submission, please use the previous page button, to check all questions have been answered and information is displayed as expected.

Submission
The form can be submitted once all checks are complete.

Click Submit Form 

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

[image: ]

You will receive a green tick message to confirm the form has been submitted for authorisation.
[image: ]

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

[image: ]

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.
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Orgarisation: Fis Norfolk
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Contact details of person completing this form

Name:

Telephone Number:

+ Main Contact - Census And Data Collection O Yes ® No

Please provide contact email address
Su Rushbrook

P

Please download the Guidance which supports the completion of this form

NEED HELP?

Please contact the Early Years team via email
earlyyearsandchildcare@norfolk.gov.uk

PLEASE ENSURE ALL PAGES / SECTIONS ARE COMPLETE PRIOR TO SUBMITTING THE FORM
[The questions and information is pre-populated with the data that has been previously submitted by your setting]
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OurRef 222632

these records are READ ONLY
Registration RECORD Provider
s ol Name 1 Norfolk Pre-Schol [TEST Record]
s 200 Posteode e
cis03 222 300 TelNo. ciso3 225501
‘and / or Mobile
g Email [ea—
HELP!

Itis important that the above information is correct, please action as indicated below to ensure accuracy and completeness.

As a minimum, the Provider Record must be completed in full

To update any fields including those that are “empty” -

Listed on the EARLY YEARS REGISTER
YYour nominated individual must contact Ofsted.

NOT Listed on the EARLY YEARS REGISTER

Email the Early Years team with the changes at earlyyearsandchildcare@norfolkgov.uk
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Data Sharing / Consent Options

Please review and amend if necessary the consent details currently held about your setting AND update the date below

HELP!

This means issuing Privacy Notices to all individuals where personal data is held
and that these individuals are aware of their rights.

- Tolssuing Privacy Notices O Yes B No e

more information about the obligations of organisations can be found on the
Information Commissioner's wek

This means your seting will have persons tasked with updating data to support
the Local Authority to meet thei Statutory Duty regarding both the universal and
. N - extended eary education entitlement,securing suffcient childcare for working
o
. To Keeping Data Shared With The Local Authority O Yes ) No e e e e poren ot v
Up-To-Date information, advice and traning to childcare providers.

Funding Agreement Terms and Condiftions: Section 7

“This means your information will be available on the Local Authority's Norfolk
Community Directory for families to locate childcare and other services or

- faclties that may be of beneftto parents, prospective parents,chicren or youn
. To My Setting Details Being Made Public OYes @ No porgorer " parents, prospective pa youns

Funding Agreement Terms and Conditions: Section 10 (unless EXEMPT o fees
and early education offer is published on own website)

. To My Setting Details Being Shared With My District O Yes ® No

Answer required rom Chidmindrs Only
Council For Food Safety Legislation
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For the person named below to be recorded as the main contact to receive messages and data from Early Years in relation to the purposes listed.

NB: The staff record held by the Local Authority will be updated if applicable with the details below. This data can also be updated by you via the Staff
Module (by “attaching” the post field to the named person).

. Main Contact - Being 2 Purposes

Yes @ NO This contact will receive the annual reports about your cohort of children that

) ) ) with parental consent Being 2 progress checks have been submitted.
if YES, please provide name of main contact ® 92 proa

Su Rushbrook Visit our Being 2 webpage for more info

- Main Contact - DSL Purposes Subscribe to the Safequarding newsletter

if YES, please provide name of your Designated Safeguarding Lead

Visit our Safeguarding webpage for more guidance
Su Rushbrook

This contact should be person where funding queries can be sent. They will be.
named on your funding agreement.

- Main Contact - Finance Purposes (eg. Funding) Yes ® No

Subcribe to the Finance & Funding newsletter
if YES, please provide name of main contact s N s

Update your funding agreement (Refer to Step 2
Su Rushbrook = o2 : 22
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Where do you operate from?

PVI-onsita

HELP!

Examples of your answer could be -

My home
My home with assistants

Village hall

Classroom(s) on a school site:

Mobile on a school site

Standalone building

Standalone building with other users
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When are you open to fami

ies? (If you have consented, this information will be shared on the Norfolk Community Directory)

Opening Time and Closing Time EACH DAY

This s recorded in a 24-hour format

Week Day We open at - We close at - Funded Places

Opens at = Time setting opens in the morning
[Monday Y] &0 17:00 (e3,0800)
[ Tuesday V|| 8:00| 18:00| Closes at = Time setting closes in the
[Weanesday 7 =0 ool afterncon (eg. 18:00)
[ Thursday V|| 2:00| 18:00) Where the setting is not open on any particular
[Frigay o 0l oo day, this day should not be listed
[Saturday <] 2:00] 709 ‘A lunch session/break should not be recorded

R

Can Early Education Be Claimed At Any Point During Your Opening Hours?

O Yes ® No

@Term Time (

All Year
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Age Range

Earliest Age A Child Can Attend for Childcare

2

T0

Oldest Age A Child Can Attend for Childcare

Earliest Age A Child Can Attend for Childcare

“This s your admissions age

Oldest Age A Child Can Attend for Childcare

Please include school children IF you provide
wraparound care to children over 5 years old
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Tax Free Childcare

Are You Registered To Offer Tax Free Childcare? O Yes ® No o i ot mere vist

If YES, how many families use this scheme to pay for their childcare? Best Startin Life

10 4 Tax-Free Childcare (family information)

- - Sign up (provider information)

Do You Promote Tax-Free Childcare? D Yes ® No I
Universal Credit Childcare

Are you currently supporting families to claim Universal Credit O Yes ® No

Childcare? EE—

Best Startn Life
" ; .
If YES, how many families use this scheme? Universal Credit Childcare (family information)
15 o
| e e e o)

Do You Promote Universal Credit for Childcare? O Yes ® No
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Website / Social Media Details
.Do You Have A Website To Promote Your Childcare Business? O Yes ® No
If NO, please go to the Social Media question

If YES, please provide the website address and answer the three questions below

ool govak

Are Your Policies For Families Published On Your Setting Website? O Yes ® No
Are Your Childcare Fees Published On Your Setting Website? Yes ® No
Is Your Early Education Offer Published On Your Setting Website? O Yes ® No
Do You Have Social Media Account(s) To Promote Your Childcare O Yes ® No

Business?

Statutory guidance: Early Education and
Childcare (Updated 1 April 2026)

UNLESS EXEMPT

(Childminders and any other providers who are
caring for 10 or fewer children at any one time)

'A1.39 Local authorities should ensure that providers
publish their admisions critera f relevant) and any
fees for consumables, additional hours and services and
make these easly available to parents to enable parents
%0 understand the entitiements hours are avalable free
of charge and to make an informed choice of provider.
Providers shouid aiso make parents aware of what types
of atemative amangements (see A1.35) are available for
those parents who do not wish to purchase these
chargesble extras.

/A1.40 Tne costs of chargeable extras should be.
published on provider websites or, where they do not
have any website, on local authority Famy Information
Services, These should be clear, up to date and easily
accessible to parents, o enable parents to make an.
informed choice of provider. They should set out, for
‘each setting, the amounts charged for the chargeable.
‘extras listed, as wellas the patten of hours that parents
can take the entitiemens.
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CHILDCARE FEES

Have You Reviewed Your My Details Cost Information Via The O Yes ® No HELP!

Portal? My Details Guidance

W 1 Necessary To Update Your Fe Data? O¥es @ No _
.Do You Charge For Non-Funded Hours? O Yes ® No
.Do You Charge For Food Consumables? O Yes ® No
.Do You Charge For Non-Food Consumables? O Yes ® No
.Do You Charge For Optional Services and Activities? O Yes @ No
.Do You Charge A Deposit? O Yes @ No
.Do You Charge A Registration Fee? O Yes @ No
.Do You Charge A Late Collection? O Yes ® No
.Do You Charge A Late Payment? O Yes @ No
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Early Education Offer

Do You Have Funded Children Aged 2 Attending AM (before 9am) & PM (after 4pm)? O Yes ® No

if YES, how many
1

Do You Have Funded Children Aged 3 Or 4 Attending (before 9am) AM & PM (after 4pm)? O Yes ® No

if YES, how many
2
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Holiday Club / Playscheme

SPRING .Does Your Setting Run A Holiday Club / Playscheme in the SPRING TERM? @® Yes O No
i YES, how many weeks?
x 4
Do these weeks include SPRING half term? O Yes ® No
SUMMER .Does Your Setting Run A Holiday Club / Playscheme in the SUMMER TERM? @® Yes O No
i YES, how many weeks?
x 4
Do these weeks include SUMMER half term? O Yes ® No
AUTUMN .Does Your Setting Run A Holiday Club / Playscheme in the AUTUMN TERM? @® Yes O No
i YES, how many weeks?
x 4
Do these weeks include AUTUMN half term? O Yes ® No
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Wraparound Childcare (School Aged Children)

.Does Your Setting Provide Childcare For Primary School Aged Children BEFORE school? O Yes ® No

Does Your Setting Provide Childcare For Primary School Aged Children AFTER school? O Yes ® No

If YES, please name which schools that you Pick-Up / Drop-Off children (click the blue arrow next to insert item to add a new row)

School AM PM

| Acle Pre-School vl
| All Saints Church of England Junior Academy v |
| All Saints Nursery School vl
| Cringleford Crackerjacks Nursery vl
[ Poringland Primary School & Nursery. vl

T e
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Parent and Toddler Group

Does Your Setting Run A Parent & Toddler Group? Yes ® No
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PROVIDER PORTAL: Staff Module

HELP!

Have you reviewed your Staff records via the Portal module? Yes ® No

Staff Module Guidance

Was it necessary to update and submit revised Staff O Yes ® No
information?
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STAFF

Do Any Of Your Staff Have A Playworker Qualification? O Yes ® No
Do You Employ An Apprentice? O Yes ® No
Childminders Only -

Do You Work with Childminder Assistants or other Childminders from your registered O Yes ® No
address?

RECRUITMENT AND VACANCIES

Has It Been Necessary To Recruit New Staff In The Past 12 Months? O Yes ® No
Do You Currently Have Vacancies For Staff That Are NOT Included In Your Staff Ratios? O Yes ® No
Do You Currently Have Vacancies For Staff Who Would Be Included In Your Staff Ratios? O Yes ® No
If Vacancies Is "NO" For Staff In Ratio, Could You Increase the Number of Funded Places Yes ® No
Offered?

cPD

Do You Have A Training Programme For Staff CPD? Yes ® No
Do You Experience Any Difficulties Or Barriers Accessing Training? Yes ® No
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PROVIDER PORTAL: Sufficiency Module

. HELP!
Have you reviewed your SUMMER Sufficiency data via the O Yes ® No

Portal module? Sufficiency Module Guidance

Wos it ncessry o submit eised SUMMER Suffcieny ot e o o
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(OCCUPANCY

Have You Reduced The Number Of Places Available Compared To The Max Your Registration

Yes ® No
Would Allow?
Only answer age range applicable to your setting
Is The Number Of 0-2 Year Olds Currently Attending Below Your Usual Occupancy Level? Yes ® No

What is your current occupancy level? (eg. 50%)
x

Is the number of 2 year olds currently attending below your usual occupancy level?

What is your current occupancy level? (eg. 80%)
x

Is The Number Of 3&4 Year Olds Currently Attending Below Your Usual Occupancy Level?

What is your current occupancy level? (eg. 60%)
x
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WAITING LISTS

SUMMER TERM Will All Families On Your Waiting List Be Offered A Place? O Yes ® No
if NO, briefly explain why not
x
p
AUTUMN TERM .Do You Have A 0-2 Year Old Waiting List For Autumn? O Yes @ No
.Do You Have A 2 Year Old Waiting List For Autumn? O Yes ® No
Do You Have A 3 And 4 Year Old Waiting List For Autumn? O Yes ® No
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