
Early Years Provider 
Portal Training

Funded Early Education



Agenda

• Welcome and introductions – housekeeping 

• IT equipment  

• Data Protection & Information Security

• Using the portal

• 2 year old funded places

• 2 year old process and eligibility checking

• Demonstration / scenarios

• 30 hours for 3 and 4 year olds

• Feedback



• PC with Internet Connection

• Compatible web browser:

✓ Internet Explorer 10 or Higher 

✓ Google Chrome (latest version) 

✓ Mozilla Firefox (latest version)   

• Access to individual emails

• Does everyone have these?

IT Equipment



What the law says about personal 

information

• It belongs to the individual it identifies

• We are required to keep only accurate data and only for as long 

as we need to

• It must never be disclosed inappropriately

• It must be held securely in all formats

WE and YOU can be prosecuted



Using the portal

• Must only be used for the purposes you are instructed

• Never share or disclose username or password details or put 

them on post it notes/keep in diaries etc – use ‘notes’ facility in 

outlook

• Lock your computer when leaving your desk – even if it’s only for a 

minute

• Inform us if you change email address

• Managers responsibility for informing LA of any leavers or new 

starters requiring access (staff)



Funded Early Education Process



• 570 hours a year over no fewer than 38 weeks of the year (15 hours 

a week if taken over 38 weeks)

• Access through approved providers – in / out of Bolton

• Providers are asked to offer flexible provision

– times and patterns to support parents needs v business models

• No sessions should be:

– longer than 10 hours

– delivered before 6am or after 8pm

Two year old funded places



Two year old funded places - 

economic



Two year old funded places – non 

economic



When can children benefit from the 

funded place?

Eligibility checks 

can be done in the 

term that a child 

turns 2.



Checking eligibility and getting a place….
• Eligibility checks can be done:

− Online via Citizen Portal

− Approved 2-year-old providers

− Professionals working with families i.e. PH Nurse, Family Workers

− Other local authorities

− Start Well Centres (check for opening times)

• National eligibility checking system* or hard copy evidence 

• Birth certificate/red book - must be seen re proof of parent / child identity

• System only allows checks from the start of the term that the child turns 2

• We cannot do eligibility checks requested by parents over the phone 

• If families are eligible:
− The parent/carer will receive an email/letter of confirmation

− Parent registers with childcare provider (if not already)

* We advise families to also register with their local Start Well Children’s 

Centre so they are in the loop locally! 

https://www.bolton.gov.uk/childcare


Citizen Portal

Checks can be done by parents, 

using the online Citizen Portal. 

Parents will need to register their 

details, and add their child’s 

details.

The portal is also used for school 

applications.



What evidence do families need to 

provide?

Most eligibility checks will be automated using:

− Parents name (official surname)

− Parents date of birth

− Parents NI / NASS number 

Manual checks may need HMRC evidence– please remember that the 

system is updated on a weekly basis so the online checker should be 

accurate. If evidence is presented, it needs to be dated within the last 

4 weeks.

Need to make sure that parents are showing the child’s 

birth certificate/red book – names on all documentation 

should match.



Non-economic claim evidence

Criteria Evidence

Child has a disability Disability Living Allowance with child’s 

details

Special Guardianship, Adoption, 

Residence Order 

Copy of order/certificate 

Looked after children (LAC) Do not need further evidence as 

council records will verify – need to 

know if child is out of borough

Special Educational Needs 

(SEN/EHCP)

Do not need further evidence as 

council records will verify

Child is from out of borough Information and Communications 

team to contact other LA

Other support through the 

Immigration and Asylum Act i.e. No 

Recourse to Public Funds (NRPF)

Information and Communications 

team to request evidence to be sent 

securely

If evidence is not submitted within 4 weeks, the application will be closed, and parents will need to         

re-submit if needed. Providers responsibility to follow up with parents if no evidence produced.



Start Well Children Centres
Alexandra, Blackledge Street, Bolton BL3 4BL                         

01204 337347 

Harvey, Shaw Street, Bolton, BL3 6HU

01204 337390

Great Lever, Leonard Street, Bolton BL3 3AP                         

01204 337333 

King Street, Farnworth, Bolton BL4 7AP

01204 334955       

Oldhams, Forfar Street, Bolton BL1 6RN                                

01204 334992 

Oxford Grove, Shepherd Cross Street, Bolton BL1 3BH        

01204 337090

Tonge, Starkie Road, Bolton BL2 2ED                                                 

01204 336745



• Enquiry form is formatted to follow the system (form on the Bolton 

Start Well website)

• Provider must ensure the completed enquiry form is 

destroyed/shredded once the application is complete

• Provider Portal Declaration Form is in place to confirm parent is 

happy for us to process their information through the portal - must 

be signed by the person taking the information and the parent – form 

to be retained securely by the provider (form is available via the 

Bolton Start Well website)

Declaration/enquiry/form

https://www.boltonstartwell.org.uk/funding/funding-early-years-childcare-entitlement/10?documentId=1&categoryId=4


Self Update

This section of the portal gives childcare providers the opportunity to 

update their details, including vacancies, opening times and costs.



Self Update cont ……



Self Update cont ……service details 



Self Update cont ……consent



Self Update cont….availability



Logging in



Announcements 



Assisted application



Child’s details



Parent’s details



Claim type



Economic



Non economic



Non economic



Non economic



Non economic cont….



Out of borough checks

Check can be completed in Bolton 

If a parent brings letter from another Local Authority - 

complete non-economic claim using the option Child is 

from out of borough.  In the summary box, input name of 

the authority and the reference number (this will be verified 

by the I & C Team)

If parent does not have a letter – they can either request a 

copy of the letter via other Local Authority or provider to 

complete non-economic check and the I&C team will verify



Getting on the system – username and password

Navigation 

Reference number

Demonstration in the test system



Eligible result



Not eligible result

Application reference 

number is still 

generated for a 

Not Eligible result 



Not eligible result messages



Some three and four year olds can now access the equivalent of 

30 hours free childcare a week.

From September 2017, the 15 hours universal funding increased 

to 30 hours per week for those children whose parents meet the 

national eligibility criteria. 

Working parents can check their eligibility via 

www.childcarechoices.gov.uk by creating a ‘gateway account’ 

and making an application.  There is also a childcare calculator 

to show eligible families how much they could receive.

Parents need to log back into their Childcare Choices (gateway) 

account every three months to reconfirm their details – these 

dates may vary if there is a sibling who has also accessed the 

funding.  If a parent's details have not changed, they only need 

to tick a box to confirm that their details are the same.

Parents should receive two reminders to reconfirm - four weeks 

and two weeks before the reconfirmation deadline (end date) 

- parents to check spam/junk folders). It is a parent’s 

responsibility to check the date that they need to reconfirm and 

make sure that they do this before the end date.

30 hours 

places

http://www.childcarechoices.gov.uk/


30 hours 

funded 

places – 

childcare 

account

pc view



30 hours funded 

places – childcare 

account

mobile view



30 hours places cont…..

• If a parent misses the reconfirmation deadline, they will receive a 

message telling them that they are no longer eligible 

* end of term deadlines apply for a child to take up a place the 

following term

• Code can be validated by childcare provider or provider can 

contact Families Information Service to validate

• Grace periods are applicable where a child has already started a 

30 hour funded place

*please remember that a child cannot start or transfer to another 

provider within their grace period

• Parents are advised to contact HMRC on 0300 123 4097 with any 

questions about the online application process

More information about funded childcare can be found on the Bolton 

Council website – www.bolton.gov.uk/fundedchildcare 

http://www.bolton.gov.uk/fundedchildcare


You will also get access to the 30 hours 
code validation checker



30 hours code validation checker cont..



Using the validation checker

• For validating parent 30 hour codes

• Information needs to be exactly as inputted on childcare 

choices – if it doesn’t match, result will come back as not eligible

• If a child is already on your headcount, it will populate outcome of 

the check on the headcount

• Access for all portal users. User guidance will be on the Bolton 

Start Well website - an email will be sent out once accounts are all 

set up

Remember: Parents have eligibility checks at 

www.childcarechoices.gov.uk, our system is just to validate their code

http://www.childcarechoices.gov.uk/


Key contacts

Eligibility check queries: Information and Communications Team

 families@bolton.gov.uk

    01204 332170 

Portal account issues: Information Management

     one.support@bolton.gov.uk

User guides: Start Well website

     http://www.boltonstartwell.org.uk/

Funded place finance issues: Finance

earlyyearsfinance@bolton.gov.uk  

    01204 337169

 

mailto:families@bolton.gov.uk
mailto:one.support@bolton.gov.uk
http://www.boltonstartwell.org.uk/
mailto:earlyyearsfinance@bolton.gov.uk
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