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1. Purpose
This policy ensures transparent, consistent and lawful management of all early years government funding (e.g., Early Years Entitlement Funding for 2, 3 & 4-year-olds, DCF, EYPP, SEND Inclusion Fund and other relevant funds) in line with Surrey County Council and Department for Education requirements. It supports families, staff and governors to understand how funding is accessed, allocated, administered and monitored.

2. Scope
This policy applies to:
• All funded places offered by the setting
• All staff involved in admissions, funding claims and record-keeping
• All parents/carers of funded children

It covers:
• Eligibility checking
• Funding claims & reconciliation
• Non-funded charges and fee setting
• Record keeping & auditing
• Recovery of incorrect funding

3. Legal & Statutory Basis
This policy aligns with:
• The Early Years Foundation Stage (EYFS) statutory framework
• Early Education and Childcare Statutory Guidance (DfE)
• Surrey County Council’s local funding guidance
• Ofsted requirements for funding compliance

4. Funded Entitlements Covered
We administer:

4.1 15 hours Free Entitlement
• For all eligible 3 & 4-year-olds
• Available from the term following a child’s 3rd birthday

4.2 30 hours Extended Entitlement
• For eligible working 3 & 4-year-olds with a valid 30-hour code

4.3 Early Years Funding for 2-year-olds
• For eligible disadvantaged 2-year-olds with an approved code

4.4 Additional Funding
• Disability Access Fund (DAF) where applicable
• Early Years Pupil Premium (EYPP) for eligible 3 & 4-year-olds
• SEND Inclusion Funding where allocated via Surrey SEND panel/process

5. Eligibility & Funding Codes
• Parents must supply funding codes and accurate personal details by specified deadlines
• Validity of codes is checked via the HMRC eligibility checking service
• Parents are responsible for notifying changes in circumstances
• Failure to provide valid codes by deadlines may result in loss of funded hours and invoicing for fees

6. Setting Offer & Funded Entitlement Allocation
• Funded hours are offered in accordance with the setting’s published offer (e.g., session times)
• The setting will publish its universal and extended hour pattern and fees for non-funded hours
• Funded hours are offered only where capacity allows, with priority given to existing children

7. Charging Policy
• Funded hours are free of charge. No fees are charged for these.
• Parents may be charged for:
– Meals, snacks, consumables (if applicable and clearly communicated)
– Additional hours beyond funded entitlement
– Optional services (e.g., clubs, extracurricular activities)
• No charge may be made for admission or provision of funded education itself

8. Record Keeping & Documentation
We will retain accurate records for all funded children, including:
• Admission forms and parental declarations
• Funding codes and eligibility checks
• Attendance registers (signed daily/weekly)
• Registers aligned with funding period and headcount dates
• Communications with parents on funding entitlements
• Evidence for EYPP and SEND funding

Records are retained for audit purposes as required by Surrey County Council and the DfE.

9. Monitoring, Claims & Reconciliation
• Funding claims are submitted in line with Surrey’s published funding timetable
• Attendance records are reconciled before each claim
• Discrepancies are investigated and resolved promptly
• The setting will cooperate with local authority audits and funding reviews

10. Overpayments, Errors & Recovery
• If funding is claimed in error (e.g., incorrect code, attendance not matching claim), the setting may be required to repay funds
• The setting will:
– Inform parents where relevant
– Work with Surrey County Council to resolve overclaims
– Adjust future claims to correct errors

11. Communication with Parents/Carers
• Funding entitlements and procedures are explained at registration and reviewed annually
• Parents receive:
– Eligibility check guidance
– Copies of signed parental declarations
– Fee schedules for non-funded items
• Parent information is kept up to date and accessible

12. Responsibilities
12.1 Manager/Head of Setting
• Ensures compliance with funding rules
• Oversees claims, record keeping and reporting

12.2 Administrative Staff
• Conduct eligibility checks
• Maintain attendance and claim documentation

12.3 Governors/Proprietor
• Review and approve policy annually
• Ensure appropriate oversight of funding compliance and financial controls

13. Policy Review
This policy will be reviewed annually or when statutory guidance changes.
Next review date: 23.02.27

