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Funding handbook for Coventry Childcare Providers
Early Education Entitlement Funding

This guidance has been created by Coventry’s Business, Sufficiency and Funding Team
to support childcare providers in meeting the terms and conditions of Early Education
Entitlement Funding delivery, as set out in the following Government and Local Authority
documentation:

 Farly education and childcare: Statutory guidance for local authorities
* Early years entitlements: operational guidance: For local authorities and providers
» Coventry Annual Provider Funding Agreement

*Throughout this document we will use the term ‘provider’ when referring to ‘an Ofsted
registered childcare provider who has entered into an agreement with Coventry City
Council to deliver any or all of the government funding entitlerment places.

**The term parent is used throughout this guidance to refer to the person who has
parental responsibility for a child.

Admissions policy

All parents should have the same rights to access a funded entitlement place
regardless of whether they choose to pay for additional hours, food consumables,
non-food consumables and activities. Providers should publish admissions information,
which is clear and can be easily understood by parents. This is to support parents

to make an informed decision about where they wish to use their child’s funded
entitlement.

The admissions information should clearly identify which hours/sessions can be taken
as funded provision.

Termly headcount

All children in receipt of early education entitlement funding must be
registered and attending, no later than the termly headcount date.
These dates are included on the early years Funded Week and
Payment Schedule which is published on the Council website

There are some occasions when the local authority will authorise
a child to begin a funded place after the termly headcount has
closed. To see if the child meets the criteria for funding
via the exceptional circumstances route, providers
should visit the Early Years Website pages.

)
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Operational models of delivery

Providers should deliver flexible packages of childcare, which support families to take
up funded places within the parameters set out in the statutory documents. Funded
places should be free at the point of delivery; no mandatory charges should be
attached to any hours during which funding is being delivered. For children accessing
funded hours before and after lunch, the lunchtime period should form part of the
funded hours offer and must not be charged as a ‘privately paid for’ hour

E.g. for a child taking up 30 hours, over 5 days per week: 8:30 -2:30; you may offer
parents the option of ‘purchasing’ additional hours around the funding block, although
this must be optional

Government requirements stipulate that children should be able to take up their funded
place in continuous blocks of time

To enable parents to make an informed decision about where their child takes up a
funded place, providers should publish information about how and when they deliver
funded places. The Department for Education expect this information to be published
on the provider website or Coventry Family Information Directory by January 2026. This
requirement is applicable to all provisions that have 10 or more children in attendance at
any one time. Information should include but not be limited to:

* days and times of funded sessions.
* the times and costs of any additional ‘privately paid for’ hours.

* any additional charges, which are not covered by the funded entitlement, must
be offered to parents as a voluntary purchase option. This may include but not
be limited to food consumables, non-food consumables such as sun cream or
nappies, activity charges and additional hours.

* where the provider asks parents to pay for additional hours and services, they must
have a policy/statement which sets out alternative options for parents who choose
to opt out of ‘voluntary charges’, items and or services. For example, allowing the
parent to supply their own items.




Examples of models offering both funded and privately paid for hours
Model 1

Model 1 assumes that the child is eligible to receive 15 hours funding per week. The child
attends a funded morning session, and the parent is opting to pay for additional periods and
services which fall outside of the funded hours. E.g. 7.30am to the start of the funded hours.

Max hours | Hourly/session

Privately paid

Funded funding charge for Cost for
for hours/ . T . ; :
; hours available per | ‘privately paid | (Optional buy in)
periods s
week for’ hours
7.30am — 7.30am — 8.30am- 15 5 hours per Food £?
11.30am 8.30am 11.30am week at £7 c bles £2
onsumables £7
@ £0.00 (Provider to !
insert charge)  Activities £?
Model 2

Model 2 assumes that the child is eligible to receive 30 hours funding per week. This child
attends all day and accesses funded hours between 8:30am - 2:30pm. The parent is
opting to pay for additional hours and services which fall outside of the funded hours.

Privately paid Funded Max hours | Hourly/session

. funding charge for Cost for
VL e LT available per | ‘privately paid i i
periods hours p P : y p (Optional buy in)
week for’ hours
8.30am — 2.30pm - 6pm 8.30am - 30 17.5 hours per  Foogd £
6pm 2.30pm week at £?
@ £0.00 (Provider to Consumables £?

inserteharge)  aciivites €2

Registration Fees

Providers are not permitted to ask parents to pay a Registration/Administration fee in
connection with government funded hours.

Deposit

Providers may ask parents to pay a ‘refundable’ deposit, to secure a child’s funded
place.

This deposit must be refunded to the parent, by the end of the first term in which the
provider receives the remittance payment of government funding for the named child,
from Coventry City Council.

Providers will not be required to refund the deposit where;

* aparent has secured a place at the setting, but the child does not start at the setting
before the termly headcount date

* the child has been attending the provision but moves to a new provider/school after
the start of a new funding term, but before the termly headcount date




Charging policy

The provider's policy for optional charges must be published on their website or
Coventry Family Information Directory no later than January 2026. This is applicable to
all provisions that have 10 or more children in attendance at any one time. The charging
policy must identify any charges made for:

* cost of additional ‘privately paid for’ hours
e food consumables

¢ non-food consumables

e and activities

This policy should include a breakdown of what is included within each charge and
highlight what happens in circumstances where the provision is closed, the child is
absent, or the child relocates to another setting.

The policy will need to provide parents with options for alternatives to additional
charges, such as allowing parents to supply their own, or waiving the cost of these
items. Please note where parents have opted out of additional payment for activities,
children must continue to receive provision that complies with the EYFS.

Although charges for additional items and services must
be optional for parents, in order to support business
sustainability, providers are able to ask parents to agree
these on a term-by-term basis, in advance of the
forthcoming term. Written agreements with parents
should include a section to show whether individual
parents have opted in or out, of specific additional items/
services and for how long e.g. termly. Coventry’s Early
Years Annual Parent Funding Agreement may be used
for this purpose.

Fee and charging information

Providers should be transparent about their fee information,
billing approach, frequency and payment methods.
For example, whether invoices will be issued weekly,
monthly or termly; and whether tax-free childcare
and other voucher schemes / discounts can be used
if applicable. Invoices will not be required where
parents access funded hours only and do not
opt in to purchase any additional extra items or
services.




Table 1isachecklistofallitems to include in fee information for parents

Fee information checklist for childcare provider delivering
early education entitlement funding

Does the fee information.. .. Yes

Include the name, address, telephone, and email contact details of the
provision?

State opening hours?

Make clear to parents that funded entitlement hours are completely free of
charge during specified hours/sessions/days?

Tell parents which times and days funded hours will be delivered?

Tell parents about the maximum number of funded weeks/hours in each
term and academic year, and which weeks/dates are covered in each
funding period?

Highlight to parents that all children in receipt of funding must have taken
up a place before the termly headcount date?

Make clear to parents, the policy the provision will follow, where parents
choose to relocate their child to a new provision/school, following the
submission of termly headcount data to Coventry City Council.

Highlight to parents who are in receipt of a 30-hour funded place, that they
must re-confirm their eligibility every 3 months, as prompted by HMRC and
the consequences, should the parent fail to do so.

Include charges for ‘privately paid for’ hours

Set out contractual expectations relating to ‘privately paid hours and
optional items and services.

Clearly outline eligibility requirements for each of the funding entitlements
offered and tell parents how they can apply?

Highlight to parents that the provision of items and services, including food
consumables, non-food consumables, activities and additional hours will
be offered as an optional extra which parents may purchase. Costs for
each item/service should be stated. E.g.

 additional hours ~ £7?

» food charges ~ £7?

* non-food consumables charges ~ £?
* and activities charges ~ £7

A comprehensive breakdown of all items and services that are covered by
the optional extras policy, under each of the following headings

» food charges e.g. snacks, breakfast, lunch and tea
* non-food consumables charges e.g. nappies and sun cream
* activities charges e.g. weekly gym tots session




Does the provider’s fee information....continued Yes

Highlight to parents the policy you will follow on how you will respond if
parents choose to opt out of the additional charges.

State the terms, conditions and costs incurred for late collection?

Enable parents to easily reconcile fee information against their invoice, so
that they can clearly identify what they have been charged for and why.
Headings must include but may not be limited to

the number of free entitlements hours

the number and cost of additional privately paid hours
food consumable charges

non-food consumables charges

activities charges

State how parents can apply for and use a Tax-Free childcare account?

Inform parents about additional funding payments such as Early Years
Pupil Premium (EYPP) and Disability Access Funding (DAF)?

Early Years Pupil Premium (EYPP)

Early years providers can claim (EYPP) for eligible
children who are in receipt of early education
funding. Funding provided through EYPP is
intended for use enhancing the environment,
purchasing additional resources or staff training.
The payment covers the first 15 hours of each
eligible child’s entitlement. The hourly rate for
EYPP is subject to annual change and can be
found on the Early Years website in a document
called ‘Funded Weeks and Payment Schedule’

Making a claim for EYPP

*  Providers must use the Coventry Schools
and Early Years Portal to make and validate
EYPP claims

*  Parents must complete the relevant section
of the Coventry Early Years Annual Parent
Funding Agreement, prior to any information
being uploaded to Coventry Schools and
Early Years Portal




Disability Access Funding (DAF)

*  DAF is an additional annual payment made to providers for eligible children who
are accessing a funded place and are also in receipt of Disability Living Allowance
(DLA)

* the funding provided through DAF is intended for use in supporting the provision
to make reasonable adjustments, which help to remove barriers to attendance for
children with SEND

Making a claim for DAF

*  claims must be made via the Coventry Schools and Early Years Portal. Parents
will need to provide evidence that their child is in receipt of DLA. This evidence will
need to be uploaded to the portal

*  parents must complete the relevant section of the Coventry Early Years Annual
Parent Funding Agreement, prior to any information being uploaded to Coventry
Schools and Early Years Portal

Invoices and receipts

Providers should ensure they have clear invoice/receipt structures in place which

enable parents to easily reconcile invoices with charges detailed in the provider’s fee
information. Invoices must be itemised to show a break-down of all aspects of the
overall cost including, additional ‘paid for’ hours items and services. Invoices must show

* the number of free entitlements hours

» the number and cost of additional privately paid for hours
» food consumable charges

* non-food consumables charges

* activity charges

Please note, funded hours must not be presented as a monetary value and therefore
must be shown as zero cost. This is to ensure that parents can see that their children
have received funded hours completely free of charge at the point of delivery.

Many providers now choose to bill parents in equal monthly amounts, known as
an annualised format; this creates convenience and certainty for both providers
and parents in terms of cash-flow. It does however create a couple of infrequent
complications which providers must make clear and communicate to affected parents:

» ifachild does not take up a funded place until part-way through the year, parents
need to be made aware that any additional, optional charges covering the
remainder of the academic year will be spread across fewer monthly payments.
This may mean higher payments for these months to cover childcare costs during
holiday periods, where a provider operates 51 weeks of the year




» ifachild leaves the childcare place part-way through a year, the parents may have
been paying a higher monthly fee to cover holiday periods which they would then
not access. Providers would be required to re-calculate the costs incurred for that
year to ensure that affected parents have not been overcharged, and to reimburse
parents where they have overpaid

Invoices will not be required where parents access funded hours only and do
not pay for any additional hours, items or services.

Table 2 is a checklist of all items which need to be included on invoices / receipts.

Table 2 - Checklist for Invoices and Receipts
Is the following information clearly detailed on the invoice/receipt Yes

issued to parents?

Provider Name:

Provider Address:

Provider Contact:

Invoice Number:

Invoice Date:

Provider Tel/Email:

Parent Name & Contact Details

Child’s Name:
ltemised pricing information which is clearly reconcilable with the information you

have provided on the fee information.

The total number of funded hours and weeks allocated for the term

The total number of hours contracted to attend in this invoice period
(Both privately paid for and funded hours)

The total number of funded hours claimed.

These must be shown as hours and are not represented as a monetary
value. E.g. 60 funded entitlement hours = £0.00

Additionally purchased ‘privately paid for’ hours are clearly itemised
E.g. 10 hours @ £7 (School rate)

Food charges
Non-food charges consumable charges

Activity charges



Early Education Funding Delivery - Compliant Invoice Examples

The following pages include examples of invoices that would be considered
compliant with government and Coventry City Council requirements. Providers
should use these examples to ensure compliance against the requirements.

We have included annualised invoice examples, which are used by some providers.
Annualised invoice calculations are used to spread the total cost of provision over a
set number of months, up to a maximum of 12.

Where the examples refer to non-annualised invoices, this is where the provider
calculates the charge based on hours attended in the invoice period.




Model 1 - Calendar month example

Child attends 30 hours per week, term time only, over 5 days per week
(6 hours per day).
The parent opts to purchase

e food consumables
¢ non-food consumables

The parent does not opt to purchase

* additional hours
e activities

The parent has a 10% sibling discount

Provwider W LT Mg lrvepdre Mo Inw-220001
Praricler Addrest Line 1 Farent's name irvuice Date: ol 200
Provabder Addres Line 3 [Parent’s contact numberfemall e Pariod: Ape33
Pot Coda
Previder Contact Mumbsr s mail Billing Contaet Kumber/amall
Funded Hoursper | Maimum funded
Term Being ded Mon-funded Weeks Fraadas ol Wit i k. L Hewirs g i
Autemn | 5w Ehrs per day Gamedgen] 3 14 30 420
Spring 5w Ghirs par day (Faem-Jpen] 3 1z 30 kLY
Summer | § x Ghrs par day {§am-3gen] 7 13 30 G
Total 13 1] w0 1140
Term time wecki - with eatended enttlement £ Al Howry Euch Mosrth
Com Aol Morithly cost [ Huurs
Funded dary B-00um-1:00pm FREE i1 FREE Seplember 114
Funded Morming & Marm - 11 ¥um FREE ] FREE Oetaber £
P moming hour L850 a L0 b 12
Funded Aftermocn L3, Mg - §.30pm FREE a FIREE Dezermibir T8
P hrraeon B EB.SD L] E0.00 Raniuary 12
Foe ciwvingma bied EB.DD 11 EB8.00 Febiruary G0
oo Pl Dofmamalbed Ez.00 11 £32.00 March 144
s E2.00 a 00 el e
[ 130
Tetal menthly cost £110.00 June 108
Ity &5
il o
[tonthdy billing inso
L
Cuadly oot Mo, Seusions Manthly Total Tokal term-time conts 11000
Fursiind oy 90000 3. Dipre, LT a A Tokal re-term-time ooty L0
Furhid Momang B 30am - 11 3am LT L] L] Total Conty 110,00
Faid maming wesion 130,00 a L0080
Funged Afemcom 12, Mpm - . Wem MiA a il Pelanthi i immicing period 1
Paed aheroon rieon E30.00 L] E0.00
F i c i e E0.00 L] E0L00 Peoriiily Charge [SRLE
oo bl DTl bl ED.DD L] £0.00 Taiad card f maeFa
Aivies ED.0D a 0,00
P Ll oy rate E55.00 a L0080 L
Tetal menthly cost £0.00 10% Sibling Discount 11,00
Fitd 1 | £99.00




Model 2 - Annualised invoice

Child attends 5 mornings 8am — 1pm (term time only)
The provision is open for 51 weeks a year.

Child is eligible to access funding from Spring term only

Child accesses 15 hours funded entitlement (24 funded weeks remaining)

Parents opt to purchase

* 10 additional hours per week term time

* 25 hours per week outside term time

» The parent has purchased an additional afternoon session during the invoice
period

The Parent does not opt to purchase
e food consumables
¢ non-food consumables

 activities
Funided Hours
Tarm Serwians bing | Kian-furiched Wi s Furdad Wesk Wk & Funded Hours par Tarm
Buitermn e il far fasding 3 14 [ [
Saring 5 1 Shrs per iy (amdpm] 3 12 15 120
Summer 5 x Sk per disy fEam-1pm] ¥ i3 15 180
Tous ] (D ] 340
Tarm tima weel - with free entithonant
Com Ao ‘Weeekly oot
Fumded day Fiiien- 1 20pm Fafp 1] FRET
Funded Woring §.00am - 11.00pm FREE 5 FREE
Pl rosirg benirs £8.50 5 E42.50
Funded kfemcon L1, Kpm - 1L Mg il ] FRET
P b b £8.50 5 E41.50
el o'l Vo LR Ly 0o -
Hion tood comumsbien i2.00 L] £0.00 [Total anmusl cevts & menthly billisg inf
AT £2.00 L] E£0.DD
Totsl weskly cont LLER-S) Fortall teem-tima congy 42,040 00
Tl fodes-Larn-2l b Codld £1,500.00
Tetal hinded wesks 4 Total Coty 3, 580.00
Total ferm-thma cond = werekdy cost 1 funded weeln Im
Il Ok | sl g el &
Mon-tem-time wereio - no funded hours onthly change 44250
Com Ao Weeidy Towsl Fofiof rand / monibn
Funded o F00em-1:00pm L] o LI
Furded Woring I #am - 11 Mun A ] MR Fui;
ol raarsing St [Bo00-1.004 £30.00 5 E150.00 Extra "afnermaon’ 05 /042 2 E3000
Funded khemcom. 1. Mpm - 1 Wpm 7Y ] MR
P P =eon wrision £30.00 L] EDUDD
Fiuael Corriamalies £2.50 o £0.00 | Monthly Fee be pay E4T2.50)
Hion food contumsbies 1800 L] 10,00
Aty £2.00 L] £0.D0
P full chary rane L3500 L] 0o
Tkl weekly coit 115055
Totsl Mom-funded wesks 10
Total Aon-termalme Coal « wie kly Coil & sa-funded weeks i1,500.50




Model 3 - Annualised invoice

The child attends 30 hours per week. Based on the provider’s operational model the
child is able to access 7 funded hours per day

* the child attends 3 x 10-hour days per week
* the parent opts to pay for an additional 9 hours per week to facilitate the child to
attend 3 x 10-hour days.

The parent opts to purchase

¢ additional hours
e food consumables
* non-food consumables

The parent does not opt to purchase
* activities

The parent is eligible for an NHS Discount of 5%

Prodde: Rams CHIL ) e imece Moo i 130008
Prowsder BdrmiLire 1 Fatent's raeren iroyridm Diaba: o 0E
Prireblar Addren Life 1 Pawls Dol A b el v Pl a2l
Pot Codet

Prowdss Canart Semaspmall

3 n LR ety (BamBpre)

Spring B DO oty by (= Bpie )
e B Ll put clary Ram-Epar)
i I
Soanichid woreled - with eule ubid sttt roeed.
£ Amigaara
i cig prwsies « T ooy fam-ar ] FRLL 1
# e Wiomng nrvibed (1134 ]
Faid morming b fi.5%] i
Pl i trrnry viei FREE ] FREE ke T Sy g ol 11
il e s E50 [ 15100
Frael rrarvasamuroies Tnon L 1400 Wzl charge fALLEL
S iood orwraties 200 1 450 Pt e s
iy Lroa ] Ed.860
Fiaid iy pmueae 5500 [ ] [ Pl
Tl wenidyien L0652 Bar hosrufumdon inhs b ]
LY
5 WHE Dottt LILEY
Toaud Fosnfiond weniis 51
Tortad @ -0 e (M = e iy 00 8 Pusiled wer el E5.401.50 AT (el ]

*uoe-rrwirh esbie wackd be med F funding ms smened over Sewerareks 8§ 4% 1ne samemer Sy e Rully g or oy

*Non-stretch table would be used if funding was accessed over fewer weeks e.g. 45 and
summer holidays were fully paid for hours.

The child attends 30 hours per week. based on the provider’s operational model the child
is able to access 6 funded hours per day. *Based on the above attendance pattern, the
child would access 918 funded hours out of a pottential allowance of 1140 hours.

The parent opts to pay for an additional 12 hours per week to facilitate the child to attend
3x 10 hour days.




Model 4 - Calendar month invoice

Child accesses 30 hours funding per week, term time only (6 hours per day)

* the child attends 5 days per week @ 8 hours per day
* the parent purchases an additional 2 hours per day.

The parent opts to purchase

* additional hours

» food consumables

* non-food consumables

* activities

The parent has not opted out of any charges for additional items or services.
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For queries relating to any of the information included in this document please contact:

Coventry Early Years Sufficiency, Business & Funding Team

Email: Eyproviderfunding@coventry.gov.uk
Telephone: 024 7697 5451
Version: SEEFHB-July 2025

25-0632-CB
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