@ DERBYSHIRE
County Council

Check a Working Family Entitlement code and
determine eligibility

This document provides step-by-step instructions on how to check that a Working Family
Entitlement code is valid and determine eligibility for a specific term.

The provider portal offers an Eligibility Checker facility for providers to check the validity of a
Working Family Entitlement 11-digit code that is issued to eligible parents by HM Revenue &
Customs (HMRC).

The Eligibility Checker facility does not close and is open all year round for providers to use to

check the current status of a code.

The system retrieves the results directly through the Department for Education (DfE) Eligibility
Checking Service and will display the code’s start date, end date and grace period as issued by
HMRC.

As long as the data held by HMRC and the data submitted by providers is accurate the checker
will return the accurate status of the code. The system cannot return false results. In the unlikely
event that the checking system is not working for technical reasons, providers will be notified.

The eligibility checker should always be used in the following circumstances:

e When a parent first approaches providers to use their Working Family Entitlement code.
Before a funded place is offered to parents, providers MUST complete an eligibility check. The
check will confirm whether the code is valid and will show the start date, end date and grace
period associated with the code. Providers should use these dates to identify which term the
code is eligible for before agreeing the placement.

e To confirm that a parent has successfully reconfirmed their code. Providers must use the
portal eligibility checking facility to confirm the latest status of a Working Family Entitlement
code to determine eligibility for any given term. Providers should notify parents if they have
fallen into a grace period and encourage them to access their childcare account as a matter of

urgency to reconfirm their code.
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e Towards the end of term (before submitting estimates) providers should undertake a final
check on existing and new codes to ensure all children accessing entitlement hours are
eligible for the following term.

New parents must have a valid code by the end of the month before a new term starts.

Parents who fail to reconfirm their details in time, or whose circumstances have changed enough

to take them out of eligibility, will no longer be eligible and will fall into the grace period.

Children should never fall into the grace period unless the family’s circumstances have
changed enough for them to become ineligible for Working Family entitlement funding. It is
the parent/carers responsibility to reconfirm their code with HMRC. However, providers are
encouraged to be proactive in reminding parents to reconfirm their details to ensure continuity of
care for children. Where codes expire, 3 & 4-year-old children will no longer be able to access the
Working Family entitlement but will still be able to claim 15 Weekly Funded hours. Eligible 2-year-
olds and children from the age of 9 to 23 months old, of a Working Family will not be able to claim
any funding if their code expires.

Step 1: Sign in to the portal

Link to the Derbyshire Provider Portal

Enter your username and click Next.
Sign In

For Derbyshire County Council Staff only - Please sign in here.

Sign in with Windows - Derbyshire County Council staff Only

or

Usernames and passwords are case

sensitive.

Schools, Providers and Parents Sign in here.

Enter your username - this will usually be your email address

Next

Create Account (For Parents/Providers only, Schools please contact your LA)

Sign in
Enter your password and click Sign In. Enteryour password

Change User ‘

Forgot Password

Create Account (For Parents/Providers only, Schoals please contact your LA)
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https://caya-apps.derbyshire.gov.uk/Synergy/SynergyWeb/Login.aspx/?ReturnUrl=%2FSynergy%2FSynergyWeb%2Fproviders%2F

Access to Information

In order to comply with the Data Protection Act . . . . .

2018 (DPA) and UK General Data Protection Each time you sign into the provider portal you will be
Regulation (UK GDPR) you should only access the asked to comply with the Data Protection Act 2018 and
records that you need to in order to carry out your

dluties. UK General Data Protection Regulation. If the Reject
Any breach of our data protection policies will lead . . . .
to internal disciplinary proceedings and may lead to button is clicked, you will return to the Sign In page.
criminal prosecution.

Providers with only one registered setting will be taken directly to the portal homepage. If you have
multiple settings under the same login, ensure you select the relevant one from the drop-down list
before proceeding.

Please select an Organisation below

bz O4s are BNKED B0 MUt :";ﬂ" SETIONG DU Y | need to select one igfordier io procesd,

Select Organisation: | —Please select-- pllll  Piocesd

e Refer to guidance ‘Provider portal - signing in and out’ for more detail. If you need support

with your username or password, please contact info.fis@derbyshire.gov.uk

Step 2: Go to the Eligibility Checker

Navigate to the Funding tab and then click on the Eligibility Checker tab.
Click the Eligibility Check button.

Funding

Surmmary Estimates Actuals Adjustment
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Step 3: Input data

The following screen will be displayed.

All fields marked with an asterisk * are mandatory.

| Important: providers must tick the consent box
which confirms the parent/carer has given written

consent (on the Parent/Carer Declaration form) for

their details to be used for this purpose.

Then click Submit.
Step 4: Determine Eligibility

The results of the check will be displayed.

Code Start Date is the date on which .\I /  The details provided have been found:
the parent has been made eligible by Eligibility Code: 50166961833
HMRC and been issued with a code. Code Start Date: 27-Oct-2025

Code End Date: 22-Feb-2026

Code End Date is the parent's Grace Period End Date: 31-Aug-2026

deadline for reconfirming the code.

Grace Period End Date is the last date on which they should receive their Working Family place
after falling out of eligibility. Providers will be informed via the portal which children are in their
grace period (and for how long). N.B. a child should not start a new Working Family place in

their grace period.

Important: a valid check does not mean that a child is automatically eligible for the current term.
Providers must also check:
¢ the child meets the age criteria (a child is eligible from the term after their qualifying
birthday)

e the Code Start Date — new codes are only eligible from the term after the code start date.

Parents must have a valid code by the end of the month before a new term starts.

Refer to the funding calendar for Derbyshire term start dates.

Code validity start date First term the child can start.
No earlier than the term after the child’s 3rd birthday
1 September — 31 December Spring Term (January)
1 January — 31 March Summer Term (April)
1 April — 31 August Autumn Term (September)

*Refer to the funding calendar for Derbyshire term start dates.
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e Refer to guidance ‘Working Family entitlement explained’ for more information.
NB. Foster parents of children in foster care can apply for Working Family funding via the local
authority who have responsibility for the child. For Derbyshire email:
info.fis@derbyshire.gov.uk

Check not valid

@, The details provided for Eligibility Code 50166961832 are not eligible for working family hours.

If the check returned is not valid providers should do two things:
1) check the details being entered are 100% correct and reconfirm them with the parent. Then
carry the check out again with the correct details.
2) if the check is still displayed as invalid, the parent must contact HMRC to confirm that the
child and parent/carers details (i.e. dates of birth) and the code details are correct.

Once the above steps have been undertaken and the code is still invalid, the code cannot be
used.

The local authority also uses an Eligibility Checker to verify codes are correct. We do not have
access to any other information for providers or parents if the eligibility checker is not returning a

valid check.

e |f problems occur or an error message is shown, see the ‘Unsubmitted information and

troubleshooting guide’ in the first instance.
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Viewing status of a Working Family Entitlement code

Providers will be able to see the status of a child’s Working Family Entitlement code via the actuals
screen.

Navigate to the Funding tab, and then click on the Actuals tab.

Select Year and Term that you want to view.

Under Funding Type select the funding type you wish to view.

A list of the children funded in the period will be displayed.

The current eligibility status of the code will be shown in the end column.

Where a parent has fallen out of eligibility and entered the grace period a yellow warning triangle

will be displayed.

Submif Actual:2023/2024 April - 3/4 Year Olds c-ancs

Status Child fi‘;"c“ﬁ]”““" m"m's %?E;E%"f?ﬁe«m Child Weightings | Eligibility Status
on X ke %000 Dot £149162 EYPP S e s st
x e 000 000 £0.00
L —

Providers must use the portal eligibility checking facility to confirm the latest status of a code to
determine eligibility for any given term. Providers should notify parents if they have fallen out of

eligibility and encourage them to access their childcare account as a matter of urgency to

reconfirm their code.

Need more support?

Can’t find what you need in our guidance materials?
Then please contact the Early Years Finance Team who will be happy to help:

CS.enquiries.childminders@derbyshire.gov.uk

CS.enquiries.groupcare@derbyshire.gov.uk

CS.enquiries.schools@derbyshire.gov.uk

Please include your Ofsted registration number, name, and contact details.
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