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Toolkit for Early Education Places for Two-Year Olds
Purpose of the toolkit
This pack provides practical guidance to providers to deliver free early education for twoyear olds.
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Background information
The City of York’s offer for two-year olds builds on previous work, both nationally and
locally and focuses on disadvantaged two-year olds and their families. There is a high
level of probability that children living in poverty might fail to achieve their full potential,
and we can anticipate a significant gap between their outcomes and those of their less
disadvantaged peer group. The free early education places for two-year olds seeks to
redress some of that imbalance. Research has shown that access to quality early
education improves children’s outcomes and this forms a significant part of early
education for two-year olds.
What is Early Education for Two-Year Olds?
The government is introducing a new targeted entitlement for two-year olds to access
early education. This is part of the government’s Fairness Premium, to drive up social
mobility and improve life chances. The new entitlement will be implemented in two
phases. In September 2013 (phase one) around 149,900 (20%) of two-year olds in
England will be able to access free early education places. From 2014 (phase two), the
entitlement will be extended to around 296,300 (40%) of two-year olds.
Eligibility has been set nationally and for phase1 two-year olds who meet the Free
School Meals (FSM) criteria, or who are looked after (LAC) by the local authority, will be
eligible for the free places. Eligible two-year olds receive up to 15 hours each week over
38 weeks with a ‘good’ or ‘outstanding’ childminder, nursery or playgroup. Parents have
the option to stretch the offer over 51 weeks of the year. Children may be able to access
up to eleven hours per week stretched across fifty-one weeks, at no extra cost, where
there is provider capacity to offer this model. Local authorities will continue to have
discretion to offer free places to two-year olds in addition to those who meet the national
eligibility criteria.
New national eligibility criteria are required for the extension of the entitlement to more
children in the second phase, from 2014. This second phase is still to be confirmed by
the DfE who are considering whether additional groups of children, such as children with
special educational needs or disabilities and those who have been adopted from care
should be included.
What do we want to achieve?
By September 2013 the government will require the City of York Local Authority to
deliver 300 early education places to disadvantaged two-year olds.(Phase 1)
By September 2014 the government are estimating that the City of York Local
Authority will need to deliver a total of 700 early education places to
disadvantaged two-year olds. (Phase 2, further guidance will be sent out before
September 2014 outlining changes in the criteria)
To improve learning outcomes and close the gap in achievements between those
children and other, less disadvantaged children in the Local Authority.
To improve outcomes for parents, by supporting them to take up training or
prepare to go to work.
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Eligibility Criteria
From September 2013 two-year olds will be eligible for a free early education place if
they meet the following criteria:
Free School Meal eligibility
Looked After Children (LAC)
Those children with a child protection plan

A child can access a 2-year old free early education place the term after their second
birthday until the term after their third birthday when they will be entitled to an early
education place for 3 and 4 year-olds. Once funding is in place and a child is attending a
setting should there be a change in family circumstances funding will remain for that
child.
See Appendix 1 (Free School Meals Criteria)

Application Process
The application process can be accessed in the following ways:
Parents apply either online, by post or telephone call to FIS.
Referral Partner e.g. health visitor, social worker, support service, setting manager
Please note a separate referral route takes place for discretionary places and a scoring
system will support the decision process for free early education places for this group of
children and families.
Local discretionary places will be available and referrals should be made as outlined in
the following section. See Appendix 5 (Discretionary Place Referral Form)
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Application Process for Parents
Parent chooses or is advised by
supporting professionals to make
telephone contact or complete an
application form

Family Information Service (FIS)

Information, Guidance, Eligibility
Criteria, sign posting to other
services.
Completed application forms
forwarded to CSBM.
Rechecking will take
place for those
children who are too
young
CSBM will complete a Free School
Meals eligibility check. Application
assessed and outcome agreed
within 10 working days

Family is eligible for Free Early
Education for Two-Year olds.
Confirmation letter posted out
containing information and referral
to FIS re settings information.

Family is not eligible for Funding.
Letter sent out and sign posting to
other services offered.

Parent makes contact with
setting to access a place for
their child
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Referral Route for Discretionary Place

Referral for 2 Year Old funding submitted to Childcare Strategy and Business
Management Service (CSBM) by professional(s) working with the family.
CAF completed if appropriate.

Referrals processed, adding details to referrals database.

Is the child eligible for a free early education funded
place?

CSBM sends referral details to Children’s Front Door team for a Child
Index check. Safeguarding.

CSBM calculates IDACI rank and prepares for scoring, adding Child
Index information etc.

Referrals considered by the Head of CSBM
Business Support Assistant provides administrative
support.

Application assessed and
outcome agreed within 10
working days

Not Approved: Family and
referral partner informed
by letter.

APPROVED: family added to approval database by
CSBM

Family and referral partner notified of
approval by letter.
Children’s Centre Support Worker (CCSW)
allocated.
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Parent Declaration Form
Providers must ensure that a Parent Declaration Form is completed for two-year olds
accessing a free early education place, as per the three and four year-old funding.
The information provided on the Parent Declaration Form relating to the number of free
early education hours taken at the setting must correspond to that submitted on the
Online Funding Portal.
The Parent Declaration Form can be downloaded from the Yor-ok website:
www.yor-ok.org/earlyyears
Once a parent/carer has completed an application form, if their child is eligible for a
funded place, they will receive a confirmation letter and voucher from the childcare
Strategy & Business Management Service.
The provider must request this voucher before they offer a funded place to a parent/carer
and keep the voucher on file for future auditing purposes.
As with the 3 & 4 year-old funding, we will fund 2 year-olds on a half term basis.
Providing a place is requested before half term the child will be funded for half a term
where necessary.
The funding process is exactly the same as for the 3 & 4 year-old funding therefore the
child’s details will need to be submitted on the online portal by the deadlines stated in the
Termly funding letter that you receive.
Looked After Children/Children on a Child Protection Plan will be automatically entitled
to a funded place. The parent/carer or the child’s social worker will contact you to discuss
accessing a funded place at your provision. You do not need to obtain a confirmation
voucher for these children, but they must be entered onto the online portal in the usual
funding process.

Early Years Inclusion Fund
The Early Years Inclusion Fund, supporting children with SEN / Additional needs, has
been extended to support 2 year old children accessing the Free Early Education at any
playgroup, day nursery, childminder or school. Application to the fund is on a termly basis
and can only support cases of High need / Low incidence. An application form and
guidance notes for completing the form can be found on the yor-ok website www.yorok.org.uk/earlyyears.
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Allocation of Places and Attendance
If your setting is delivering free early education places for two-year olds offer, you will be
expected to maintain and develop the quality of your setting. Additional training and
support will be made available to you by City of York and you will be encouraged to
actively engage in the programme and advice offered.
York Family Information Service provides free and impartial information to parents and
carers of 0-19 year olds (up to 25 for disabled children) on childcare or any service that
could support a parent or carer in their role. FIS can send detailed up to date information
about all of these settings direct to parents and carers, tailored by distance, age range,
availability and special needs. Parents and children’s centre family support workers will
be provided with a list of approved providers within the area. Parents are advised not to
contact settings themselves until they have obtained a list of approved childcare
providers..
Registered early years providers must follow the DfE Statutory Guidance for Local
Authorities on the early education for two, three and four-year olds as a legislative
framework for free early education places for two-year olds.
Each early years provider that delivers free early education places for two-year olds, is
linked to a children’s centre. You will be expected to liaise with your linked children’s
centre. Each parent/carer attending your setting will be contacted by this children’s
centre to discuss what support and services they may wish to access and you should be
involved in these discussions so that you know what support that parent will receive.
Registered providers are expected to involve parents and carers in the learning and
development of their child both at the setting and by advising them how they can build on
early learning opportunities at home and in the wider community.
Before a child starts attending your setting you MUST:
Agree a settling in plan with the parent or carer
Check the confirmation letter to confirm that the child is eligible
Attendance
Providers should promote good attendance and must record the attendance of all funded
children in a register which meets the requirements of Ofsted and the local authority; a
suggested format can be found in Appendix 2 along with a route map to prompt you to
monitor attendance.
Non attendance
Attendance records of funded children should be monitored regularly.
If the reason for a child’s absence is unknown for two consecutive days or
more the provider must contact the parent or legal guardian and remind them
their place is funded by the local authority and should be accessed.
If attendance does not improve within two weeks, a letter should be sent to the
parent or legal guardian explaining that if they do not use their early education
place, their place could be ended in two weeks [i.e. four weeks after non
attendance began].

8

Please inform the Policy and Planning Funding team if a child starts or leaves your
setting after the final submission of your claim data as this may result in a change
in your final funding payment.
Childcare providers must have regard to the safeguarding of young, particularly
vulnerable children and should act appropriately when no reasonable explanation
can be obtained from parents about a child’s absence.
Reduced attendance
If children do not attend for the number of hours requested this should also be
monitored. The parent or legal guardian should be contacted within a two week period of
reduced attendance and reminded their child should be attending for the number of
weekly hours they have chosen. If attendance does not improve, a letter should be sent
to the parent or legal guardian after two weeks explaining that if they do not return to
using the number of hours they have chosen their funded hours will be reviewed and
possibly reduced the following term. Copies of any correspondence should be kept and a
note should be made on the register. If an audit highlights non-attendance or reduced
attendance and no evidence is available to suggest the parent has been contacted,
funding may be recouped. Exceptions will be made for children with additional needs.
Evidence
A log should be kept to record the date and details of all contact made with parents (i.e.
phoned calls and letters) and copies of all letters sent should be kept for evidence.
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Key Person
The Early Years Foundation Stage (EYFS) Statutory Framework Welfare Requirements
states that all children must be assigned a key person in early year’s settings. The
importance of the key person role is particularly emphasised in the DCSF document
“Breaking the link between disadvantage and low achievement in the early years”.
The expectation is that the key person, practitioners and children centre support workers
work within the scope of the ‘Tuning into Children’ training. One aspect of the ‘Tuning into
Children’ training is the importance of the key person.
The key person builds positive relationships with children and the parent/carer, develops
a genuine bond with children ensuring a settled, close relationship. The key person is
important in helping children feel comfortable, confident and safe within the setting
Close working between early year’s practitioners and parents is vital for the identification
of children’s learning needs and to ensure a quick response to any area of particular
difficulty. The two-year old progress check is a statutory requirement that is completed by
the key person with input from parents. The progress check is carried out between 24-36
months. Parents and families are central to a child’s wellbeing, and practitioners should
support this important relationship by sharing information and offering support to learning
in the home. The relationship between the key person and the parent/carer is also crucial
to the child’s home learning. Successful sustained engagement with families is
maintained when practitioners work alongside families in a valued working relationship.
This is reinforced throughout the Early Years Foundation Stage and is an important
component of Every Child Matters.
The practitioners in the settings are responsible for the child’s learning. The remit is to
establish a relationship between the parent/carer and the key person to ensure that the
observations reflecting the child’s development and interests are discussed with the
parent/carer, and (with support from the key person) to actively promote and support
parents to devise appropriate activities that will support their child’s development within
the home environment.
It is not anticipated that the home learning will start as soon as the child starts at the early
years setting. Home visits to build up a relationship with the family are crucial as each
family will have different needs to be met. The remit for home learning is to:Support the family within the home focusing on home learning and to take into the
home appropriate resources that reflect the child’s interests and model to the
parent/carer how to extend their child’s learning. These resources can be left with
the parent along with some guidance about the importance of playful interaction
between parents/carers and their children, and how this can benefit children’s
development and learning.
It is anticipated that the parent/carer will take an active part in this support and contribute
their ideas and thoughts about their child. Parents/carers could be encouraged to keep a
‘play diary’ about which resources their child enjoyed most and which activities they (the
parent/carer) enjoyed participating in. This could form part of the termly family meeting.
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The expectation would be that the parent/carer is more empowered and would be by the
end of the 2 year-old intervention to be independently taking responsibility for their child’s
learning, gained an understanding of how to extend their child’s learning and gained the
confidence to discuss their child’s development in the setting with the key person. This
will help the parent/carer to feel more confident when their child starts 3/4 year old
funding and starts school.

Integrated Working & Information Sharing
Integrated Working is about practitioners working together to improve outcomes for
children and families. It involves the use of common tools, processes and language (such
as Common Assessment Framework, Information Sharing, Yor-ok Child Index, Lead
Practitioner).
These support members of the workforce to identify vulnerable children and young
people early, assess their needs in a holistic way and provide support that is coordinated
and built around the needs of children and families.
Tools to help Integrated Working
There are a variety of tools to help practitioners support children and young people:
Prevention Route Map
What to do if you have a concern about a vulnerable child or young person
Safeguarding Route Map
What to do if you have a child protection concern
Information Sharing
Advice on information sharing between practitioners
YorOK Child Index
Tool to support information sharing between practitioners
CAF (Common Assessment Framework)
A common way of gathering information about children / young people and
families and deciding what type of support is needed
Lead Practitioner
Someone to coordinate support to a child or young person and family
Thresholds
A guide to help you decide what level of concern you have about a child or young
person
Pyramid of Need
A tool to help know when to use the Integrated Working tools
Service Directory
The YorOK service directory is now linked to the national Family Information
Direct. This means you can now search for services right across the whole
country.
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Team around the child and family (TCAF)
The TACF brings together the parent, child or young person and practitioners into
a small team focused around the needs of a child or young person.
Integrated Working and School Attendance
Download resources and guidance around Integrated Working and School
Attendance.
Why we should share information?
Sharing information is vital for early intervention to ensure that children and families get
the services they require at the time they need it. Information Sharing is also essential to
protect children and young people from suffering harm from abuse or neglect, and to
prevent them from offending.
Seven golden rules for information sharing:
Remember that Data Protection Act is not a barrier to sharing information
Be open & honest
Seek advice
Share with consent where appropriate
Consider safety & well being
Necessary, proportionate, relevant, accurate, timely & secure
Keep a record
What to share and how to share it
Share the information which is necessary for the purpose for which it is being
shared
Gain consent from the Child / young person (if they are over 12) or parents/carers
and then contact the YorOK Child Index. They can tell you who else is already
involved and give advice about other options
For more information and guidance on information sharing download “Information
Sharing: Practitioner’s guide"
Or Contact:
Children’s advice team
West Offices
Station Rise
York
01904 551900 or childrensfrontdoor@york.gov.uk
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Home Learning Toolkit
‘The home is the single most significant environmental factor in enabling children
to develop the trust, attitude and skills that will help them to learn and engage
positively with the world – a process that starts at birth, if not before.
Home Learning Matters;
http://www.earlyhomelearning.org.uk/learningEnvironment
The Home Learning Toolkit is a collection of resources that have been developed by the
Early Learning Leaders and Children’s Centre staff in York. The toolkit is now being
used in some schools and settings in the city. The resources in the ‘kit’ are used by
professionals to aid their work with parents in the home, at specific ‘Home Learning’
groups or in universal activities at their local Children’s Centre. The toolkit includes a
range of flexible impact measures including personal target setting for the parents, with a
clear pathway of success for both the parent and the child with all achievements
celebrated. The Home Learning Toolkit is based on the ‘5 a day for Learning and
Development’, which links to the Prime Areas of Learning in the EYFS.
The purpose of the toolkit is to ensure consistent, focussed support and challenge for
parents. It is designed to empower parents to be confident and gain the skills to be their
child’s first and most significant educator.
The home learning toolkit includes:
Five a day for learning
Parent Quiz
Things I would like you to know about me
Target setting
Well-being and Involvement Scales
Five a Day for Learning and Development
Share books, songs or rhymes with your child for 15 minutes
Play with your child on the floor for 10 minutes
Talk with your child for 20 minutes with the television off
Be positive towards your child and praise them frequently
Provide a healthy balanced diet and be active
Please refer to Appendix 3 (i), (ii), (iii), (iv) for Resources
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The Role of Children’s Centres in Supporting Two-Year Olds Accessing Free Early
Education
Children’s centres are involved in the two-year old free early education offer in a number
of different ways. Firstly, through their outreach role.
Outreach
The children’s centre support workers attached to each children’s centre will be key
people in identifying potentially eligible families to access the two-year old offer. This
means that these workers will be one of the key referring groups and will need to follow
the information set out for referrers. Once a successful referral is made the children’s
centre family support workers will be expected to remain in contact with that family in
order to provide support and to liaise with the early learning provider and family support
provider. The level of support needed will be reassessed at the Termly meeting. If an
application is unsuccessful, the children’s centre support worker will be expected to
continue to provide advice and support for that family, with advice from the Families
Information Service (FIS) if required.
Secondly, as offering family support.
Family Support
The free early education places for two-year olds offer sets out what family support
should be offered to parents/carers. There are two strands – home learning
environmental support and wider parental support. Parents should have access to both
elements as part of the family support offer. Families should be encouraged to access
some parent/toddler time, over and above the free early education places offer, as part of
the home learning support. Parents should be supported in developing play activities at
home, as a way of encouraging their child’s development, as well as using community
resources like local libraries. You can also signpost them to other sources of help. This
may include health advice, counselling, drug/alcohol support groups, housing or benefits
advice, training including family literacy, language and numeracy, employment support
and confidence building.
Children’s centres will be formally linked to each early years provider delivering free early
education places for two-year olds. It is their responsibility to maintain regular contact
with that setting or childminder and to liaise over particular families accessing the early
education place and family support. If the parent/carer is using the services of another
children’s centre it will be the responsibility of that children’s centre to liaise with the early
learning setting.
Termly Meetings
Termly meetings are an important component of free early education places for two-year
olds who are most vulnerable. They enable the key person, parent/carer, professionals
involved with the family and the Children’s Centre Support Worker to discuss the child’s
development and any barriers, and also raise parent/carers confidence when liaising with
professionals whilst gaining a greater understanding of their child’s development. The
focus of the Family Meeting is on Personal, Social and Emotional Development (PSED),
the child’s development in the setting, speech and home learning.

14

The same questions are asked to each person attending which makes it easier for
gaining qualitative information. These are:Key person’s views on the child’s development and engagement with the child, the
parent/carer and home learning.
Parent’s views on the child’s development, engagement with the key person, and
their relationship with the child, outreach, home learning and signposting.
Children’s Centre Support Worker’s views on the child’s development, signposting,
home learning and liaison with key person.
The views of any professional(s) supporting the family.
The Family Meetings also enable the gathering of qualitative evidence of the child’s
development. Past meetings have revealed that the key person’s observations of the
child’s learning and development have matched the observations of the parent/carers, the
Children’s Centre Support Worker, and any professionals supporting the family.
Another important aspect is to ensure that the ‘Tuning into Children’ training is being
implemented and that the key person is using this good practice. The Family Meetings
also reinforce the training.
A Family Meeting is also held the term before the child is eligible for the 3/4 year old Early
Years Entitlement. The focus should be on the transition to 3/4 year old funding and if the
child transfers to another setting (such as a nursery school) then the nursery teacher is
also invited to the meeting along with other professionals. It is also important to celebrate
achievements and successes as it helps the parent to understand how they have been
empowered.

15

Route Map for Children’s Centre Supporting Two-Year Olds

Family are eligible for free school
meals.
NO: Family
signposted to
FIS and other
support.

An application or discretionary place
has been agreed.
Funding awarded to family
YES: Children’s Centre
Support Worker allocated.
Initial home visit held.

Information from FIS provided to family
in supporting and considering visiting
settings / childminders (Good or
Outstanding), and helping the family
make an informed decision.

Setting chosen, hours
negotiated and key person
identified.

Assessment of support
need carried out by
Children’s Centre Support
Worker

Family can attend
Children’s Centre
Transition Group if further
support needed.

First meeting of the family,
setting and Children’s
Centre Support Worker to
share all relevant
information on the family’s
background, and plan the
learning journey.

Regular home visits may
begin; baseline and
targets are set by the
Children’s Centre Family
Support Worker. Family
encouraged to attend the
Home Learning Group in
the Children’s Centre.

Termly meetings to
evaluate progress at the
setting,
with home learning, and
celebrate achievements.
Support provided to family
through the transition to 3&4
year-old funding
funding.
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Monitoring and Evaluation
As the Childcare Strategy and Business Management Service has overall strategic
responsibility for the free early education places for two-year olds and reports directly to
the DfE, the impact of the programme must be measured to inform future development.
Free Early Education Places for Two-Year Olds needs to have a measure in place to
monitor the children’s development throughout their time accessing a free early education
place. In order to provide quantitative evidence that after 38 weeks in the childcare
setting the child’s development will have improved measurably, an impact measurement
record was developed based on the Early Years Foundation Stage (EYFS) focusing on
Personal, Social and Emotional Development (PSED) and speech and language. There
is no requirement in the EYFS for toddlers to do focused activities - the focus is on
following the child’s interests and taking the lead from them. This fits in with the protocol
and is a learning model for the staff in settings.
The assessment comprises of a termly overview of the child’s development, with the key
person at the setting making an informed judgement based on their knowledge of the
child and the evidence contained within the Learning Journeys/Diaries (such as
observations, and record keeping of conversations with the parent/carer). These records
should be retained at your setting and kept with the child’s records. They will support
termly review meetings and may be shared with your Early Years Support Adviser if
appropriate.
See Appendix 4 (i), (ii), (iii), (iv) for copies of the impact measurement record which have
been provided to settings for children receiving funding.
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Funding – Frequently Asked Questions
1.

How many hours per week can a child attend the setting?
The funding can cover a child attending term time i.e.38 weeks only for a
maximum of 15 hours per week.
If the family wish for the child to attend during the holidays, and the setting can
accommodate this, the funding and hours can be stretched. This generally allows
the child to attend for a maximum of 11 hours per week for 51 weeks of the year.

2.

Is lunch included?
We will be unable to pay for any expenses that are not covered by the funding
rate, i.e. lunches. If a charge has to be made for lunch then parents should be
allowed to bring a packed lunch as an alternative.

3.

Should settings give priority to Two-Year Old funded children, and to
session times offered?
If there is no availability, and the setting is operating a waiting list, there is no
requirement that the setting gives priority to 2 year olds accessing a free early
education place.
We would however expect that if the setting can offer a place to a 2 year old
funded child that the setting will (as much as possible) be flexible when it comes to
the sessions/hours that they can offer. Negotiation may however be needed
between the Children’s Centre Family Support Worker and the setting staff to
come to a mutually beneficial agreement on the hours.
Some settings (particularly playgroups) may let a child start earlier or stay later in
order for them to have lunch with their peers. This is a fantastic opportunity for the
child to socialize with their peers. The lunch may form part of the free early
education hours.

4.

What is the rate of funding?
The rate of funding is £4.85 per hour for 2013/14.

5.

Is there funding to support children with SEN?
A small amount of additional funding is available to support* 2 year olds with
disabilities or additional needs who do not have a Statement of Special
Educational Needs. Priority will be given to children with ‘high need, low
incidence’ although support for children with ‘high incidence, low need’ will also be
considered if the child is at Early Years Action Plus (SEN Code of Practice 2001).
* Support through additional staffing, equipment or resources.
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Looked After Children (LAC) - Frequently Asked Questions

1. Can a looked after child access Free Early Education Places for Two-Year
Olds?
Yes, the money is aimed at vulnerable children and LAC is the only other criteria
to be used other than eligibility for Free School Meals.
2. Is the offer dependant on the foster carer’s financial circumstances?
Foster Carers financial situation should not be taken into account. LAC should be
given priority places.

3. A child from our area is going to be looked after in another area, who pays
for the early education place for that child?
The Local Authority who the child now comes under.
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Useful Contacts

Barbara Mands

Debbie Adair

Childcare Strategy &
Business Management
Service Manager

01904
554371

barbara.mands@york.gov.uk

Business Support Assistant

01904
554621

Access & Inclusion Support
Adviser

01904
554376

debbie.adair@york.gov.uk

01904
554220/
554348/
554208

karen.lacey@york.gov.uk
jennifer.hogarth@york.gov.uk
charlotte.chivers@york.gov.uk

01904
554609

nicola.sawyer@york.gov.uk

Karen Lacey
Jennifer Hogarth
Charlotte Chivers

Nursery Education and
Policy Assistants

Nicola Sawyer

Policy & Planning Manager

Family
Information
Service

01904
554444

Childcare Strategy
and Business
Management
Service
Centre Leader

Adults, Children and
Education
City of York Council

01904
554624

The Avenues
Children’s Centre

01904
551250

Centre Leader

Clifton Children’s Centre

01904
5 52320

Centre Leader

Westfield Children’s Centre

01904
555289

Centre Leader

Hobmoor Children’s Centre

01904
555066

Centre Leader

New Earswick

01904
555269

fis@york.gov.uk

CS&BM@york.gov.uk
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Centre Leader

Knavesmire Children’s
Centre

01904
552727

Centre Leader

St Lawrences Children’s
Centre

01904
555251

Centre Leader

Haxby Road Children’s
Centre

01904
551520
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Appendices

Appendix 1
Free School Meals (FSM) Eligibility
Who can claim free school meals?
The children of parents or carers that currently receive any of the following are entitled to
free school meals.
Income Support or Employment and Support Allowance (Income Related),
Income-Based (not Contribution-based) Jobseeker’s Allowance,
Child Tax Credit, with an annual household income of less than £16,190, but
not receiving any Working Tax Credit,
Support under Part VI of the Immigration and Asylum Act 1999,
Guarantee element of State Pension Credit.
Children who receive Income Support or Income Based Jobseeker’s Allowance in their
own right are also entitled to Free School Meals.
Parents/Carers who are entitled to Working Tax Credit during a four-week ‘run-on’ period
immediately after
they have become unemployed,
or after starting to work less than 16 hours per week, can also be entitled.
However, they would only be entitled for that four-week period, and not after that unless
in receipt of one of the above benefits.
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Appendix 2 (i)
Attendance Issues for all early education funded
places:
If a child does not attend for two consecutive days and
their absence is unknown you must contact the
parent/carer to determine the reason for absence.

If there is a
safeguarding issue
please follow CYC
protocols

If non attendance persists for
more than 2 weeks please
contact:

Have things changed
at home?
Has there been
a separation?

Speak to parents/carers and other
practitioners to ensure that you have
background information

CS&BM
01904 554621

Has there been
bereavement/illness?

3/4 year old funding:
Meet with the Children’s Centre Family
Support Worker

Do I know…

2 year old funding:

Policy & Planning Officers
01904 554220

Has the child an
identified special
/additional need?

01904 554208
01904 554348
Identify areas of support and liaise with
other agencies.

Who the Children’s
Centre Family
Support Worker is
attached to the
family?

You may be asked to provide
evidence of the child’s
attendance.
Keep accurate notes of the child’s
attendance.
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Key:
3 = 3hrs (for example)
H = Holiday / Authorised Absence
A = Sickness Absence
U = Unauthorised Absence
Blank = Not due to Attend

Free Early Education Places for Two-Year Olds : Attendance Form for Providers
Please complete in 7 Font

ID

DOB

Hrs

DATE:

CHILD’S NAME:

Start Date
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P
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P
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Comments / Action Taken

ID

DOB

Hrs

Start Date

Comments / Action Taken

ID

DOB

Hrs

Start Date

Comments / Action Taken

ID

DOB

Hrs

Start Date

Comments / Action Taken

If you have any child protection concerns, please follow safeguarding procedures

L Group CIS CSBM/ DA Attendance Form Child Free Early Ed Places
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Early Home Learning Goals
Here at the Children’s Centre we can support you to achieve a number of goals.
Please choose 1 or 2 goals you would like to work towards achieving.

Playing

Talking

Happy

Share books, songs or
rhymes for at least 15
mins every day

Play with my child on
the floor for at least
10 minutes every day

I will increase the
number of children’s
books in our home

I will create a safe
place for my
child/ren to play in
our home

Be positive
towards your child
& praise them
frequently
throughout the day
I will cuddle my
child/ren at least
once a day

I will visit my local
library and borrow
some books

I will visit the toy
bus and borrow some
great toys

Talk with my child
for at least 20
minutes with the
television off every
day
I will sing some
simple songs and
nursery rhymes with
my child/ren every
day
I will take turns
when talking with
my child

I will play fun sound
games with my
child/ren

I will find out what
my child/ren
favourite play is at
the moment

I will make sure my
child/ren does not
have their dummy
until they have a
sleep

I can see when my
child is having lots
of fun and enjoying
themselves

Reading

Healthy
Provide a healthy balanced diet
and be active throughout the day

I will go outside with my child/ren
every day

I will do my calming I will go outside with my child/ren
breathing when I
into an open space and enjoy a run
feel myself getting around
cross
I will make a healthy home cooked
meal
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Early Home Learning - Goals

Please fill in this table with a Children’s Centre Support Worker to outline how you are planning on achieving your chosen goals.

Target:

Steps to achieving my
target

When by?

What I will do to achieve
this?

What support do I need?

When by?

Date achieved and comments
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Family: _______________________________________

Parent Pathway

Early Home Learning

I have become involved in the following with my child:
I have done the quiz

I have met up with and
got to know my
Children’s Centre
Support
Worker

I have filled in ‘The
things you need to
know about
me’ form

I have chosen my targets
I have attended the
Home Learning Group
regularly

Signed ……………………………………………………………………………………………..(Parent/Carer)
Signed……………………………………………………………………………………….(CC representative)
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Parent Quiz
Early Home Learning Environment
Please
Reading
We have got some
children’s books like the
Book Start pack and we
sometimes share or tell
stories during the week.

circle

the statement that best applies to you

We have got a range of
books and we regularly
visit the library. We often
share stories throughout
the day.

We haven’t really got
any children’s books at
home and don’t really
tell or share stories.

We have got lots of
books at home and we
read or tell stories once
a day.

We play together lots
throughout the day. We
usually just play inside
the house.

We play in lots of
different ways together
throughout every day
inside and outside the
house.

My child plays on his/her
own often.

My child and I sometime
chatter and have
conversations but there
are sometimes
distractions like the TV,
mobile phones and
computer.

I chat at lot to my child
throughout the day but
my child doesn’t always
chat back.

My child and I don’t
really chatter during the
day although I do speak
to my child to tell them
what to do.

I notice that my child
laughs and sings, has
lots of fun and they are
happy.

I notice that my child is
sometimes happy but
h/she finds it hard to
show how they are
feeling.

I notice that my child
sometimes shows
he/she is happy, but is
not happy all the time.

I am really driven and
incredibly motivated. I
have already started to
make changes.

I’m not feeling very
happy at the moment
and find that I get upset
easily.

Sometimes I think I have
the confidence and
motivation to make
changes but I haven’t
really started.

My child doesn’t really
do any physical

My child exercises each
day and eats freshly

My child does some
physical exercise but it

Playing
We sometimes play
together although most
of the play includes the
TV or computer.

Talking
My child and I are
constantly chattering
and have conversations
all day long, listening to
each other and enjoying
our chats.

Happy Child
I notice that my child is
often upset and
unhappy.

Happy Parent
I am quite confident and
have some motivation to
make changes.

Healthy
My child has lots of
exercise but doesn’t
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exercise every day.
Fresh food is included in
most meals my child
eats.

exercise. There is no
fresh food in the meals
my child eats.

prepared meals mostly
day.

is not very often. Some
meals my child eats
include fresh food.

Name __________________________
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Five – a - Day
for your child’s learning

.

Share books, songs or rhymes with
your child for 15 minutes
Play with your child on the floor for
10 minutes
Talk with your child for 20 minutes
with the television off
Be positive towards your child and
praise them frequently
Provide a healthy balanced
diet and be active

Appendix 5
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Lilly (mock)

TERM
Age (months)
SEN
EAL
Previous Pre-School experience
Aspect

Area of L & Dev

Personal, Social Making relationships
and Emotional Self-confidence and self-awareness
Development
Managing feelings and behaviour
Physical
Development

+
+

Health and self-care

Communication &
Understanding
Language
Speaking

Mathematics

+

Moving & Handling
Listening & attention

Literacy

52
N
N
Y

+

Reading

-

Writing
Numbers

+

Shapes, space and measure
People & communities

Understanding the
The World
World
Technology

-

Expressive Arts & Exploring & using media & materials
Design
Being imaginative

+

Key
Emerging
Expected
Exceeded

8-20
16-26 22-36 30-50 40-60+ ELG
months months months months months
+

+

+

+

+

+
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Name of setting

EYFS Prime Areas- Baseline

Name:

Characteristics of
Effective Learning

Playing and
Exploring –
engagement
Finding out &
exploring
Playing with
what they know
Being willing to
‘have a go’
Active Learning
– motivation
Being involved
& concentrating
Keeping trying
Enjoying
achieving what
they set out to
do
Creating and
Thinking
Critically –
thinking
Having their
own ideas
Making links
Choosing ways
to do things

DRAFT

Self- confidence and self-awareness
0-11

8-20

16-26

22-36

30-50

40-60

Listening and attention
ELG

0-11

8-20

8-20

16-26

22-36

30-50

16-26

22-36

30-50

Moving and Handling

40-60

ELG

40-60

ELG

0-11

8-20

16-26

22-36

30-50

40-60

ELG

40-60

ELG

Understanding

Making relationships
0-11

DOB:

40-60

ELG

0-11

8-20

16-26

22-36

30-50

Health and self-care
0-11

8-20

16-26

22-36

30-50

40-60

16-26

22-36

30-50

Speaking

Managing feelings and behaviour
0-11

8-20

ELG

0-11

8-20

16-26

22-36

30-50

40-60

ELG

PD
PSED

C&L
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Name of setting

EYFS Prime Areas- Progress Summary

Name:

Characteristics of
Effective Learning

Playing and
Exploring –
engagement
Finding out &
exploring
Playing with
what they know
Being willing to
‘have a go’
Active Learning
– motivation
Being involved
& concentrating
Keeping trying
Enjoying
achieving what
they set out to
do
Creating and
Thinking
Critically –
thinking
Having their
own ideas
Making links
Choosing ways
to do things

DRAFT

Self- confidence and self-awareness
0-11

8-20

16-26

22-36

30-50

40-60

Listening and attention
ELG

0-11

8-20

8-20

16-26

22-36

30-50

16-26

22-36

30-50

Moving and Handling

40-60

ELG

40-60

ELG

0-11

8-20

16-26

22-36

30-50

40-60

ELG

40-60

ELG

Understanding

Making relationships
0-11

DOB:

40-60

ELG

0-11

8-20

16-26

22-36

30-50

Health and self-care
0-11

8-20

16-26

22-36

30-50

40-60

16-26

22-36

30-50

Speaking

Managing feelings and behaviour
0-11

8-20

ELG

0-11

8-20

16-26

22-36

30-50

40-60

ELG

PD
PSED

C&L
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Discretionary Place Referral Form
Free Childcare Places for Two Year-Olds
To be completed by the professional working with the child/family.
Important Information
Please note all sections of this form MUST be fully completed or it will be returned to the referrer
which will delay the referral process. Please provide as much supporting evidence as possible to
help with the decision making process. Applicable for only those children residing in the City
of York.
Child’s Full Name: …………………………………………………… Date of Birth: ……………………..
Address: ……………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
Postcode: ……………………………………… Telephone Number: ……...…………………………...
Parent / Guardian Name: ……………………………………………………………………………………
Preferred Language of Communication: .........................................................
Preferred Choice: Childminder

Day Nursery

Play Group

(Please note that we may not be able to place the child in the chosen provision, but will try and offer a
suitable alternative if you are eligible for a free childcare place)

Name of professional referring: …..…………………………………………………………………………
Telephone Number: ……...…………………………....
Email address: ....................................................................................................................................
Please give names, addresses and contact details as appropriate:
Child’s Health Visitor: ………………………………………………………………………………………
………………………………………………………………Tel No: ………………………………………
Child’s Social Worker: ….…………………………………………………………………………………
……………………………………………………………... Tel No: ……………………………………….
Any other organisations working with the family: ….…………………………………………………..
………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………..

Below is a table of eligibility entry for allocation of funding. Please ensure you submit referral
applications in advance of the term that the child will become eligible. This will enable the family
sufficient time to find the provision which best meets the needs of the child.
Date of Birth

Term Eligible for 2 year Old Funding

1 Jan - 31 Mar

the start of the summer term (after Easter)

1 April - 31 Aug

the start of the autumn term (early September)

1 Sept - 31 Dec

the start of the spring term (early January)

Please ensure that referral forms are sent to the Childcare Strategy & Business Management
Service.Support
Family
Does the family require home learning support from CC family support worker?
Yes

No

(There is evidence to suggest that elements of home learning support can bring strong
benefits to children and their families)

Please indicate support needed to access any of the following:


Health advice

Yes

No



Counselling

Yes

No



Drug/alcohol support groups

Yes

No



Housing advice

Yes

No



Benefits advice

Yes

No



Training (including literacy language and numeracy)

Yes

No



Employment

Yes

No



Confidence building/assertiveness training

Yes

No



Is the family currently registered with their local Children’s Centre

Yes

No

Clifton
New Earswick

Hobmoor
Haxby

Westfield

Carr

The Avenues

St Lawrences

Knavesmire
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Other Supporting Evidence (please tick at least one from both parental and child
characteristics)
1. Parental/Guardian Characteristics
family are currently or recently experienced domestic abuse
living in inadequate housing or temporary accommodation (please provide evidence)
suffering from postnatal depression
have diagnosed mental health difficulties or a disability
family have experienced alcohol/substance misuse
family of 3 or more children under 5
parent/guardian in prison
teenage parent
2. Child Characteristics
Child with a disability
Child with SEN
Child with emotional or behavioural difficulties
Child with speech and language needs, including EAL (English as an additional language)
Children who have needs identified through the Assessment Framework (CAF)

Parents Details
Name: .....................................................................................................................
Address: ..................................................................................................................
....................................................................................................................
....................................................................................................................
Date of Birth: ............................................................................................................
National Insurance Number: ....................................................................................
I declare that the above details are true and I understand that any false or incorrect information
could lead to funding being withdrawn. I understand that any information provided as part of the
referral will be used by CYC to administer the referral and I consent for it to be shared with the
relevant childcare provider(s) and other partners.

I agree that the City of York Council may check any of the information provided on this form. I
declare that the details provided on this form are true and I understand that any false or incorrect
information could lead to funding being withdrawn.

Parent/Guardian Name.……………..……… Signature …………………..…….. Date..............
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Signature of referrer: ………………………………………………………...
Approved by: ……………………………………………………………..Date: ……………
(Representative of City of York Council)
Please return this form to: Childcare Strategy & Business Management Service, West
Offices, Station Rise, York, YO1 6JA
All successful referrals will be confirmed in writing.
Please note places for funding are limited, it is imperative that this form is completed with the parent/guardian
as soon as possible and sent to the Childcare Strategy & Business Management Service – a child will not be
allocated a place without a completed referral form.
Referrer

Important
Please give further details to support your referral, and indicate any particular services the child will need to
access. It is important to include copies of a CAF,an Assessment of Need ( deemed CAF) or any supporting
evidence from social workers or other health professionals, Holistic Assessment of Child’s Needs/Risk
including Action Plan working with the child/family if this is not included the form will be returned to the
referrer.
…………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………......................................................
................................................................................................................................................................................
................................................................................................................................................................................
................................................................................................................................................................................
................................................................................................................................................................................
.............................................................................................................................................................................
................................................................................................................................................................................
.............................................................................................................................................................................

For Office Use Only
Received:
Referral form Complete: Yes/No
If No returned to referrer on:
Reason why returned:
Referral communicated to Children centre on:

Funded: Yes/No



Social Services
Involvement: Yes/No

Data Protection Act.

Term eligible from:
National IDACI Rating:
Number of terms:

Logged by:

Eligible: Yes/No

This information is being collected by City of York Council for the purpose of referring into the Two Year

Old Pilot Scheme and related administrative purposes. The information will be shared with setting providers and may also be shared
with other organisations for statutory purposes, for example the protection of young people or the prevention or detection of crime.
The information collected may also be used for the wider purpose of providing statistical data used to assist with monitoring provision
and/or determining areas of need in order to target future resources. If you have a query or concern regarding this, please contact
Childcare Strategy & Business Management Service - 01904 554376.
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