
 

If you have any queries please contact the early years team:  
early.years@achievingforchildren.org.uk  

 

Guide to Completing Parent Authorisation Form  

Section 1. Child Details  

The first page of the parent authorisation form is fairly self explanatory.  In this section the complete 

all the main details for the child.  Proof of date of birth should be supplied by the parent / carer to 

the school to confirm eligibility  - either birth certificate or passport.    

The Disability Access Fund section should only be completed where a child is in receipt of DLA.  A 

copy of the DLA award should be provided by the parent and uploaded on to the child’s record by 

the provider with the DAF box ticked as Yes. 
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Section 2. Parent Details  

The first section is self-explanatory and requires the details of the parent / carer.  This section must 

be completed when claiming extended hours and EYPP.   Please ensure these details are correct as it 

can result in a claim being denied.    

The 30 hour eligibility code is the 11 digit code supplied by HMRC to the parent.  This code usually 

starts with a 500 or 11 for a temporary code.      

A code must have a start date on or before the following dates to be eligible for the relevant term, 

regardless of the start date at the childcare setting.  If the code does not have the relevant start date 

or has not been renewed on time then extended funding cannot be accessed until the following 

term. 

31st August – autumn term 

31st December – spring term 

31st March – summer term 

Please see childcare choices website for further information on how to apply  

https://www.childcarechoices.gov.uk/ 

Note to provider: where this data is provided and the consent box is ticked these details must be 

added to the portal system and submitted to AfC on the child’s record. 

Children eligible for 2 year old funding must have an eligibility reference code supplied AfC where a 

reference from another authority the parent must also apply to AfC for a reference.  Details on 

eligibility and how to apply can be found below. 

https://kr.afcinfo.org.uk/pages/community-information/information-and-advice/where-to-apply-

for-childcare/two-year-olds-free-childcare-and-early-education 
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3. Setting and Attendance Details  

Name of Provider A – this is the school being nominated in this document to claim the funded hours 

on the parent’s behalf. 

Name of Provider B / C –declare any other childcare settings that the child on this form is accessing 

funded hours with.   Failing to declare this may result in funding being withdrawn.   A child cannot 

access more than 2 sites in the same day.  

Number of universal hours per week –  the total number of universal hours being accessed per week 

at the nominated childcare provider on the left.  This cannot exceed 15. 

Number of extended hours per week – the total number of extended hours being accessed per week 

at the nominated childcare provider on the left.  This cannot exceed 15.  Where extended hours are 

being accessed section 2 (parent details) must be completed and an eligibility code supplied with the 

consent given to use the data.  

Hours must be rounded to the nearest quarter of an hour i.e. 0.25 increments. 

Claim start date for funded hours - The first date that your child is accessing funded hours with 

Provider A. 

Number of weeks claiming (annual) -  The maximum is 38 weeks as funding is term time only.  If the 

childcare setting operates for the full 38 weeks over an academic year, then this should be 38.  If 

your provider is open less than 38 weeks then specify the number of weeks.  The minimum is 33 

weeks.  Please ask your childcare provider if you are unsure of the number of weeks they are open.  

Stretched Funding  - It is possible to stretch funding over the the maximum number of weeks a 

childcare setting is available to access.  This means a child can access less than the 15 hours per 

week over more weeks per year.  Up to a maximum of 570 universal hours and 570 extended hours.  

If your childcare setting operates outside of term time and this applies to you then circle yes.  

Number of weeks stretched over - Specify here the number of weeks the funding is stretched over.  

The maximum is the number of weeks your childcare setting is open for you to access.  Funding 

cannot be stretched over closed or holiday weeks. 
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In the Funded hours section should specify which days are being accessed as funded hours and how 

many hours.   In the second row, non- funded hours should specify how many hour are being paid 

for each day.   The maximum is 10 funded hours in one day. 

 

4. Early Years Pupil Premium   

Please tick if any of these that apply. For criteria 1 section 2 of the form must be completed and 

consent box ticked to claim. 

Note to the provider:  This data must be completed on the portal when completed and relevant 

consent has been given.  

For criteria 2 and 3 documentary evidence such as an adoption order will need to be supplied to 

your school or the early years team.  Please contact the early years team for further advice on 

early.years@achievingforchildren.org.uk 
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5. Parent/Carer/Guardian with Legal Responsibility Declaration 

It is important that these statements are read and understood.  If you are unsure of the meaning 

please contact your school or the early years team early.years@achievingforchidren.org.uk 

It is very important that you tell the school if you have signed one of these forms with another 

childcare setting even if you have not yet attended with them.  Failure to declare this could result 

in your funding being withdrawn and depending on your contract result in you paying for childcare 

hours accessed.  
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This form needs to be signed and returned to the school before your child attends any funded 

childcare sessions.  Otherwise the funding may not be able to be claimed and this could result in 

your funded place being withdrawn.  

 

 

 

6. School Declaration  

This is where the school signs to confirm they have checked the date of birth evidence for your child 

and agree to deliver the funded hours as specified on the form for the academic year.  

 

 

mailto:early.years@achievingforchildren.org.uk

