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Declaration form guide – 2023-24 

This guidance document has been created to support you to fill out the declaration form that will 

allow your chosen early years provider to claim the early education funded entitlement for your child. 

As a parent/legal guardian you will need to complete this form as fully as possible to ensure that 

your early years provider has all the information, they need to claim the funding. Below shows each 

page of the declaration form with additional hints and tips to help you complete the form as fully as 

possible. 

Images of sections of the form have been included throughout to provide some context to the 

guidance throughout the document. 

Page 1 

Provider name and DfE URN 

Your early years provider will be able to tell you what the DfE URN is for the setting, they may 

complete this for you in advance or after you have given the form back to them. This information 

is important so that we can identify the specific setting that your child is attending, some settings 

may have the same or similar names. 

Child details 

 

Full legal names must be used for identification purposes. Do not use any abbreviations or nick 

names for your child. Your early years provider will check identification documents to ensure 

that the information matches. 

Eligibility codes 
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You do not need to complete this section if your child is only eligible for the Universal 3- & 4-

year-old funding. 

If you do not know your 2-year-old eligibility code where your child is eligible for FEET funding, 

your early years provider will be able to find this on the Surrey funding portal. The code for this 

funding will typically start with the four letters FEET, followed by 6 numbers e.g., FEET-123456. 

For families eligible for the working parent entitlement, you MUST provide both your eligibility 

code and national insurance number to allow for your eligibility to be checked. Without this 

information you will be unable to claim this funding for your child. 

Your national insurance number will be in the format of two letters, followed by six numbers and 

then a final letter e.g., QQ123456C. You can find this on your personal tax account or on a 

payslip, P60 or letters about tax, pension or benefits. 

Your code for the working parent entitlement will be 11 digits long and start with either 11, for 

temporary codes, or 500, e.g. 50012345678. You can find the details of this code via your 

childcare service account or in your 'secure messages'.  

Page 2 

This page of the form needs to be completed for all children claiming funded entitlement, 

regardless of whether your child is eligible for Funded Early Education for Two Year Olds (FEET), 

Universal funding for 3- & 4-year-olds or the working parent entitlement. There are three sections 

on this page, one must be completed each term to specify the number of funded hours that will be 

claimed for your child. 

Weekly attendance and funded entitlement claim 

 

You will need to state how many funded hours your child will access each week at this early 

years provider. This will be a maximum of 15 but may be less if your child is not using their full 

entitlement, or this is being stretched over more than 38 weeks. Please do not just tick this 

box, the number of hours must be stated. 

You must indicate whether your child is accessing a term-time offer (maximum of 15 hours per 

week, over 38 weeks of the year) or a stretched offer (fewer than 15 hours per week over more 

than 38 weeks of the year). If you are unsure, your early years provider will be able to tell you. 

The start date is the date of your child’s first session. An end-date is only required where your 

child does not stay at the setting for the whole term or funded period. 

If your child 3 or 4 years old, and is eligible for the working parent entitlement, you will need to 

separate the hours that they are accessing through their universal entitlement and the working 

parent entitlement. For a child accessing their maximum entitlement during term-time, this would 

be 15 universal hours and 15 working parent entitlement hours. For a child accessing a 51 week 

stretched offer, accessing their maximum entitlement this would be 11.17 universal hours and 

11.17 working parent entitlement hours.  
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Children attending more than one setting 

 

If your child is going to be accessing their funded entitlement with more than one provider, this 

MUST be detailed on the form. You MUST state the name of the provider and number of hours 

that will be claimed so that accurate claims can be made. This applies for all providers, not only 

other providers within Surrey. If your child attends another provider but does not use any funded 

hours with them, you do not need to fill this in. 

Page 3 

Early Years Pupil Premium 

This page will help your early years provider to identify if they can claim additional funding to 

support your child, this is called Early Years Pupil Premium and is based on your family 

circumstances. You do not have to complete this section of the form if you would not like a 

check to be done to see whether your early years provider can claim this additional funding, it is 

optional. This check can be done at any point during the year and therefore this page on the 

form can be revisited if you change your mind about a check or your circumstances change. 

 

If the answer to all these questions is NO, your child will not be eligible and therefore you do not 

have to complete the rest of this page and can move on to the next.   

If any of the answers are YES, your child may be eligible and if you would like an eligibility 

check, the rest of the page will need to be completed. 
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Your national Insurance (NI) number is made up of two letters, six numbers and a final letter 

e.g., QQ123456C. You can find this on your personal tax account or on a payslip, P60 or letters 

about tax, pension or benefits. NASS numbers are usually 9 digits and in the format of 

'YY/MM/12345'. These numbers can be followed by /001, /002, /003 etc which identifies each 

individual member in the family. If you are unable to find your NASS number on your paperwork, 

you can contact NASS who should be able to provide the number. 

 

You MUST sign and date at the end of the Early Years Pupil Premium section to allow for an 

eligibility check to be undertaken. 

Page 4 

Disability Access Fund, only applies to children who are in receipt of Disability Living 

Allowance, if this does not apply to your child then you go straight to the declaration. 

Disability Access Fund  

 

Any award letter used as evidence to claim DAF must be in-date at the time of the application. 

Parent declaration 

You must read all of the information in the parent/ legal guardian declaration and ensure you 

fully understand the conditions of the funding. 
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Page 5 

Parent declaration continued 

 

All parents/legal guardians must sign and date the declaration form. Without a signed and 

dated form, it will not be possible for the early years provider to claim the funded entitlement for 

your child. You will be asked to resign this form for each funded period. You should sign the 

form after your child has started/returned for their first session of the funded period, for Autumn 

this would be after 1st September, for Spring this would be after 1st January and for Summer this 

would be after 1st April. Please do not sign the declaration form before these dates. By signing 

and dating the form, you are agreeing to the conditions in the parent declaration. 

Provider use only 

This section of the form is to be completed by the early years provider, you do not need to 

complete any of this information but will need to provide an appropriate form of identification for 

your child to be checked. Your early years provider will provide you with more information about 

this. 
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Sample declaration form – term-time funded hours 
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Sample declaration form – yearly stretch funded hours 
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 Sample declaration form – termly stretch funded hours 
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