Help guide: Apply for 2 year old Free Childcare online

This is a step-by-step guide for how to apply. The application will take 15-30 minutes.

Before you start

e You must be a main carer of the child

e The child must live at your address

e You must have an email address, and be able to access it, to create an account and to
receive the outcome of your application

Have these things ready

e Your National Insurance number or National Asylum Seekers Service number
e Your postcode

e Your child’s date of birth

e Your date of birth

e  Your email address

Important

It is critical that your National Insurance number or National Asylum Seekers Service number, your
surname, and your date of birth are entered correctly, and match those held by Her Majesty’s
Revenue and Customs (HMRC) for your eligibility to be checked successfully.

If you have not made a previous application and wish to do so, proceed to
section 1.

If you have applied for a child in the past and want to apply for another,
proceed to section 2.

If your application for a child was previously declined but your circumstances
have since changed, proceed to section 3.

If you require assistance
Help to apply in person
e Contact your local Family Hub for an appointment

Speak to someone on the phone or by email

e Contact the Family Information Service
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https://www.westsussex.gov.uk/education-children-and-families/find-a-family-hub/
https://www.westsussex.gov.uk/education-children-and-families/childcare-and-early-education/childcare-options-and-funding/childcare-options/#contact-the-family-information-service

Note on internet browsers

It is recommended you use an up to date internet browser. If you experience technical difficulties,
try updating or use an alternative browser, such as Google Chrome, Microsoft Edge, Mozilla
Firefox etc.

Section 1

Go to westsussex.gov.uk/fis and choose ‘Apply for 2 Year old Free Entitlement’.

Apply for 2 Year old Free
Entitlement

Create a user account and complete a short form

On the ‘How To Apply’ page, chose either ‘Apply online: Income-based criteria’ (continue to step 3)
or ‘Apply online: Other criteria’ (complete the form that appears) depending on what criteria you
are applying under.

How to apply

If you are eligible for free childcare for your 2 year old, complete either the
‘income-based criteria’ or ‘other criteria’ online application form based on
how you qualify.

Apply online: Income-based criteria (' Apply online: Other criteria >

Choose ‘Create Account’ from the menu at the top of the page.

Sign In or Create Account

Choose ‘Create Account’ on the Sign In page.

Sign In

Sign in or create an account with us

Enter your username
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https://www.westsussex.gov.uk/fis

5. Enter your personal information as requested.

Note: Providing a telephone number will help us to contact you in the event of a query with your
application.

Create Account

Personal Details ~
Title / s \

Forename *

Middle Name
Sumame *
Contact Details
Email Address *

Confirm Email *

Please confirm your ema
Daytime Number

Evening Number

Mobile Number \

You do not need to enter your address at this stage.

Address

Mo addness (o display

Add Address

6. Create a password for your account and press the ‘Create’ button.

Note: Your password must be at least 8 characters long, with at least one special character and
contain at least one uppercase letter and at least one number.

Account Security

New Password

Confirm Password *
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10.

A message displays telling you that an email has been sent to you.

Verify email address

We have sent you an email to verify your account. You
must click the link in this email before you can sign in.

You can click "Resend Email” to have a new one sent out.

Resend email in 17 seconds.

Go to your email inbox, find the email from Do.Not.Reply@westsussex.gov.uk, and click the link at
the end of the email.

From: Do.Not.Reply@westsussex. gov.uk
Date: 4 April 2023 at 11:10:48 BST

To- A

Subject: West Sussex Account Verification

Dear Parent/Carer

This email should be used to verify your account, in order to allow you to make an application.

Please click the following link or copy/paste to your browser to login to the system (Firefox, Chrome and Safari are supported browser).
Please do not reply to this email. It has been sent from an automated process.

After verifying you will be asked to login, please select the appropriate tile to continue your application.

West Sussex County Council

https:/ffamilyinfoservice.westsussex. gov.uk/SynergyWeb,/login.aspx PU=087fbcd 2-2f23-deeb-abb2-faBf53 70988 1 &ReturnUrl=.962:

Your account is now verified, you will be taken to the ‘Sign In’ page where you need to enter your
email address and password that you have just created.

Enter your email address as your username and press ‘Next’.

Sign In

Sign in or create an account with us.

Enter your username
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11. Enter your password and press ‘Sign In’.

Sign in
Enter your password
| J |
Change User Forgot Password

12. You are now signed in and need to provide your address. Enter your house name or number and
your postcode and press ‘Find’. You can also enter your address manually by pressing ‘Enter Manual
Address’ if you wish to do so.

Applicant address: find address

Please specify the address of the applicant by entering the first line of address and/or
postcode below. Click the Find button to search for the address. If you wish to enter
your address manually, click the Manual Address button.

Find Address

House No./ Name [ | ]

Postcode™ [ l

* indicates a required field

[m Or[ Enter Manual Address ]

13. Press ‘Next’ to confirm that your address details are correct or ‘Search Again’ if you need to amend
them.

&
Applicant address: confirm address

Please confirm the applicant's address by clicking the Next button. If the details are
imcomrect click Search Again to enter your address manually.

Address

House Mo Mame " H

Secondary

Locality

Town T
County

Postcode L]

Home L& S Sugia
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14. Check your account details then press ‘Confirm’ if all details are correct or ‘Edit Applicant’ if you
need to correct something.

ﬂ Sagn Qut

Applicant account details confirmation

The information below is a confirmation of the detalls you have supplied to add a new account. If the information you have supplied ks cormect
click the Confirm button to continue. To amend any e chielails, click the appropriate heading to return 1o that seclion and wpdate the
Information as necessary,

Apphcant Delails | 7 B Appicant Detals siction

Title: Mg Houss No. Mame -
Forename JIIN serees: (D
Surnams - Towm: Chichaslar

evening erore A postcode (D
Daytime Phaﬂ:_
mebiie Phone: (I

Email Address: example@ezampe oo

15. Your account is now set up. In future, whenever you sign in you will see your ‘Applicant Summary’
page, as shown below.

Now you need to add the child or children that you wish to apply for Free Childcare for 2 year olds
for - press ‘Add Child’.

#A sSonouw

Applicant Summary

This screen shiws & Surmmarny of all the Children and hey Preferences. To a0d néw C

oren and preferences, use Ihe appiopriate Dullons

t5 & summary of il ihe children within the Tamily (hat will be included in the Free Childcase for 2 year olds appicalion. Before submitiing an appscation, please only add chiddnen mesang |e
folligwing criferia

= AChid Bom on of between 1 APl and 31 Augus! will become &Bgibie Tor a fres place fiom Seplember. Sollowing her Se00nd Dinhaday and Can make an appication from 1 Apal
# Achild Bom on of between 1 Seplember and 31 December will become eligible for a free place from tanuary, Tolowin 2ir second binnday and can make an application from 1 Seplember
= A child bom an of beteasn 1. January and 31 Mach will Decoeme cligibie for 3 freg Hace Troem AR, folloeing their SECond HNhoay and Can make an appication from 1 January

To add new children 1o the appication please oick on “Add Child

This screen mmarny of all children within e tamily that will be included in the Free Childcare for 2 Year Dids (EY) application. Before submifiing a Free Chidcare for 2 Year Oids [EY)

APPRCALGH, pease afdure all CRibkdre whe you 30 3pEhng 1or 2 year ol fuddisg 1or wil

& Taimily Fued Doen adsed. To add new o 0 M2 1AM, LS the SpEeoprate Dullon

BT - 55
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16. Add your child’s name, date of birth and gender only, then press ‘Next’.

Note: Do not change the default answers for ‘LA’ and ‘Current School’

Child details

Please specify the details of the child you wish to make an application for and then
click the Next button to continue. Fields marked with an asterisk are mandatory.

Please ensure you use the full legal name of the child (including child’s middle
name(s), as shown in the child’s birth certificate or passport). For example, you
may call the child Tom rather than legal name of Thomas.

Details

* indicates a required field

Forename* l | I
Middlename [I I
Surname* [l ]

e \—

DOB* (DD/MM/YYYY) ll

Gender™ lO Male l lCJ Fema\el

Child address same as

Applicant?

LA | West Sussex ~ ‘
Current School (Leave blank | - Select Current School - v‘

if not attending School)

17. Check your child’s details and press ‘Confirm’ or press ‘Back’ if you need to change them.

A signout

Child details confirmation

The information below is a confirmation of the details you have supplied for the child. If the information you have supplied is correct click the
Confirm button to continue. To amend any of the details, click the appropriate heading to return to that section and update the information as

necessary.

Child Details # Edit Child Details section School Details # Edit School Details section

Forename: Example Current School: Not currently at school

Surname: Example

DOB: 22/09/2019

Gender: Female

Child address same as Applicant?: Yes

- C
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18. Your child now shows at the end of your Applicant Summary - if you have another child of eligible
age that you wish to apply for, press the ‘Add Child’ button again and enter their details.

Note: You do not need to add all of your children, only those you wish to make an application for
at this time

Chichesier

i view Detaits

G Submil EY Appacation

Before progressing, please use e "Edil Child ink b review or amend child detais

A Exampl Example 202000

D [

Back 1o Top

19. When you have entered all children that you wish to apply for Free Entitlement for 2 year old
funding, press the ‘Submit EY Application’ button.

=
57 . 55 © asd chid
Chichesier

Before progressing. please use M EOi Chikd BNk b review o amend child cetals

A Exampl Example 202000

D [

Back 1o Top
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20. Enter your NI (National Insurance) number or NASS (National Asylum Seekers Service) number, and
your date of birth, then press ‘Submit EY Application’.

Note: National Insurance number must be 9 characters long, with no spaces

Applicant EY Details

Please specify the required EY application details. Chick the Submit EY Application
button to submit the EY Application

Details

¥ indicates a required figid

Please enter Ml Number or NASS Number:-

NI Number [_ ‘

NASS Number [ ‘

DOB (DOMMYYYY)™ [_ l

Submit EY Application

Lpon submission of your EY Application, a provisional check will be perfermed with the
Eligibility Checking Service (ECS). The results of the pravisional check will be
displayed when you are returned to the Application Summary page

21. You have now applied — read the information provided to you then press ‘Return to Home Page’.

EY Application Submitted

Your application has been submitted. You will receive notification
within 21 working days of submitting this form to confirm the status
of your application.

Please ensure funding has been approved by West Sussex County
Council before you take up a free place at a setting.

You may now return to the application summary page or log out.

[ + Return o Home Page ]
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22. On your summary page you will see the results of a preliminary check of eligibility.

This preliminary check is for information only and no action is required by you - we will check
your child’s eligibility and let you know the outcome.

-h- Sign Out

Applicant Summary

This scresm shoms a summany of all the Children and thelr Preferences. To 300 rw Chilinen and prelsences, use the appiopriale butions

' off @il e Chisnens withie e family INa1 will D included in e Free Chscane o0 2 year okds apphcalon. Bekore sulanilling &0 Sppiicalion, please only S0a Chiknem meeling T
en 1 Aprl and 31 A
veen 1 Seplember and
en 1 January and 31 March

T, dodboriers
SJanuary, f

scond bithday and can make an applcation from 1 Agpe
ng Thesr seoond Birfhaiay and can maks an application feom 1 Septembar
brwineg Their second birhgiay and can make an apglication from 1 January

Tex S ey CilcIEn

N please CCK Of

This screen shows a summary of & childin
apolication. pease ensune all Chisdren Wi you

within the tamily thal will be inCludesd in
ing for 2 year ok lunding for wis

Fre= Childcare for 2
the: Tamily e been added

on. Bedore submitting a Fr
hildeen o The family. use the apy

v A Last EY Application Date: S4/84023

T i m
[ ] DTILINANEN T SO CHECKING fACEmes Drovioed by

Chichests [ VA el Been able 10
il you are ehgibie for & Free Nursery
arriicalices ko afl baan ontyeatted . we will fn 3 futhar

FRace. Your

23. Press the ‘Sign Out’ button which can be found on the top left hand corner of the page.

Applicant Summary

This screen shows a summarny of all ihe Childnen and thedr Preferences. To 200 rew childnen and predesences, use the appropriate butions

y off @il [Pe childnen withis e family That will De included in e Free Childcan for 2 vear okds appication. Belore suleilling & appiicalion. pleass only S0d chidnen meeling m

en 1 Apnl and 31 August will become
veen 1 Seplember and 31 Decembe
e 1 January and 31 March will b

scond bithday and can make an apphcason from 1 A
Ing thedr second birfday and can make an application from 1 Seplember

2 e place from A, Tolowing Thiir sacomd BIthaay and can make an application fnom 1 January

Tis ek Pérwy bl |

& ApPACANON plase Cick of "ADd Chid

This sCreen shows 2 su ry of

APPRCALON, piease ersune Al Chisdnen Wil you ane a

tamily thal will be RCluded in |
ing for 2 year oidl luNding 00 wi

e Childcare for 2
i Tamily hanie DEEn 3036d

on. Before submifling a Free C
hileen 10 The family, e the apy

v A Last EY Application Date: 04043023
o e o m
[ ] micriunately The aubcmated checking faclives provided by

ChiCheshs e Fad] Endeivh ADME of
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Section 2

If you previously applied for a child, you should apply for further children using the same account.
Sign in and follow this guidance from step 15. Your username is your email address. If you have
forgotten your password, recover it from the Sign In page.

Section 3

Your application will automatically be rechecked 4 weeks after you receive your original decline
notification. If your circumstances have changed after five weeks or more since your original
notification and you believe that you are now eligible, ensure that your details are up to date with
HMRC before attempting to resubmit your application. When ready, Sign in and follow Step 19 of
this guide to resubmit your application.

END
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