
  
 

 

Completing the Parent Declaration Form  
This document provides guidance for completing the Parent Declaration 
Form for Early Education Funding. 

The Parent Declaration Form must be signed by the parent/carer before 
you run a check in the Early Years Portal. Once completed, you should 
securely retain the form and only return it to Staffordshire County Council 
if advised to do so. 

As the form covers funded places from September 2026 until August 2027, 
it will only need to be completed once per academic year if the child’s 
attendance and funding claims remain the same. However, in the following 
circumstances a new form will need to be completed: 

 A child’s attendance pattern/hours changes from what was initially 
added to the form. 

 The number of funded hours that the provider agrees to claim on 
behalf of the family changes and/or any of the charges for extra hours 
or other services change. 

Section 1: Provider details 

 

Section 2: Child details 

 

 

Enter the details of 
your setting. 

Ensure the child’s 
legal name and date 
of birth match the 
evidence provided 
by the parent/carer 
and what is entered 
in the Early Years 

Portal. Under 
“Ethnicity”, tick only 

one option. The 
codes listed here 

can be used to enter 
details in the Portal 

(please do not select 
“Not obtained”). 



  
 

 

 

Section 3: Parent/Carer details 

 

 

 

Section 4: Child’s eligibility 
 

 

 

 

 

 

If the parent/carer has an 11-digit 
working parent code, enter this in 

the relevant field. Determine 
whether the code is valid by 

running a check in the Early Years 
Portal as soon as the parent/carer 
has signed the Parent Declaration 

Form. 

Working parent codes begin with a 
5, 4 or 1. 

If the parent/carer has a Think2 
code, enter this in the relevant 

field. Determine whether the code 
is valid by completing a Placement 

Notification in the Early Years 
Portal as soon as the parent/carer 
has signed the Parent Declaration 

Form. 

Think2 codes begin with TYF860. 

 

Enter the 
parent/carer’s 

details, ensuring all 
applicable fields are 

completed. 

Ensure the 
parent/carer has 

read this section and 
ticked the relevant 

box(es). 



  
 

 

Section 5: Additional supplements 

 
 

 

 

 

Section 6: Attendance details 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ensure the 
parent/carer has read 
this section regarding 

DAF and EYPP and 
ticked any relevant 

box(es). 

With the parent, 
agree the number of 

funded hours the child 
is to attend each day 

and enter these 
figures in the relevant 
fields. Calculate the 

total number of 
funded hours per 

week and enter this 
along with the 

number of funded 
weeks the child is to 
attend each year.  

If relevant, enter any 
chargeable hours in 
the relevant fields. 
Calculate the total 

number of chargeable 
hours per week and 
enter this along with 

the total weekly 
charge. 

Calculate the total number of hours (funded 
and chargeable) and enter the figures in the 

relevant fields. 



  
 

 

 

 

Section 7: Provider to complete 
 

 

 

 

 

 

 

 

 

 

Where applicable, and 
before the 

parent/carer signs the 
form, add information 

on the chargeable 
extras the child/family 
is accessing at your 

setting. 

If funding is also 
being claimed at 
another provider, 

enter the name of the 
setting, the funded 

hours attended each 
day, and the total 
number of funded 
hours claimed per 

week. 



  
 

 

Section 8: Data Protection 
 

 

 

 

 

 

 

 

Section 9: Declaration and signatures 
 

 

 

 

 

As the provider, you 
must sign the form 

when the childcare is 
booked. You should 
print your full name 

and enter an accurate 
date on the form. 

Ensure the 
parent/carer has read 
and understood this 

section.  

The parent/carer must 
sign the form prior to 
the child’s start date 

and before any data is 
entered in the Early 
Years Portal. They 

should print their full 
name and ensure an 

accurate date is 
recorded. 



  
 

 

 

If you have any questions about the Parent Declaration Form please contact 
the Early Years Team. Telephone: 01785 278201 Email: 
eeac@staffordshire.gov.uk 

 

Ensure the parent has read and understood the final page of the form, 
Annex – entitlement eligibility guidelines. 


