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1.0 Introduction  
 
In order to complete the digital parental declaration form, please follow the link below to the 

hub page: 

https://thehub-beta.walthamforest.gov.uk/early-years-financial-guidance#parental 

2.0 How the form works  

1. The childcare provider completes the form using the information obtained from the 

parent/carer through registration form or any other documentation.  

2. Once completed by the childcare provider, the completed form will be automatically sent 

to the parent/carer’s email address for their signature. Ensure that the correct email 

address has been used. 

3. The parent/carer will receive an email from walthamforest@victoriaforms.com with a link 

to access the parental declaration form for review and sign off.  

4. If the parent/carer does not sign off on the information that has been completed by the 

childcare provider, the form will be emailed back to the childcare provider with the 

notes/comments provided by the parent/carer to update the parental declaration form. 

5. Once the form has been updated and submitted by childcare provider based on the 

information received from the parent/carer, then the form will be emailed again to the 

parent/carer for sign off.  

6. The parent/carer will receive the email to review and sign off. Once the form has been 

reviewed with no issues, the parent/carer will then sign off the form.  

7. The childcare provider will receive an email to sign off the parental declaration form.  

8. A copy of the signed and completed form will be sent to both the parent/carer and the 

childcare provider email addresses for their own records. A copy will be sent to the LA 

for auditing purposes.  

9. Childcare Providers should follow all GDPR and Data Protection policies when storing 

the completed digital form. 

 

3.0 Completing the Digital Parental Declaration Form  
 

Click the link provided on the hub page https://thehub-beta.walthamforest.gov.uk/early-

years-financial-guidance. Once the form opens, you can choose to start a new form or 

https://thehub-beta.walthamforest.gov.uk/early-years-financial-guidance#parental
mailto:walthamforest@victoriaforms.com
https://thehub-beta.walthamforest.gov.uk/early-years-financial-guidance
https://thehub-beta.walthamforest.gov.uk/early-years-financial-guidance
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continue a previously saved application provided you have the reference number. 

You do not need to log in or register to complete the parental declaration form. 

 

 

Once you click on start new form, you will be giving a reference number, please ensure that 

you save the reference number so you can use it to retrieve your partially completed form 

at any time.  

 

 

 

There is no ‘save’ button to save any uncompleted form as the form auto saves itself. You 

will need to close the parental declaration form window to exit the form. You would be able 

to retrieve the uncompleted form by re-opening the link to digital parental declaration form 

and entering the reference number provided to you when you initially started the form. 

 

Please note, the uncompleted/unsubmitted form will retain in the system for up to 30 days. 

Any unsubmitted forms after 30days will be deleted by the system automatically. 
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4.0 Step 1: Childcare Provider and Child’s Details 

 

 

 

 

 

The ? are help text 

to know the details 

required in the field 

In step 1, page 1 you need 

to fill in the childcare 

provider details and child’s 

details. 

Click “Next Page to 

continue” 

Tick the boxes as 

applicable to each child 

on what has been 

provided to the childcare 

provider.  

Addresses should be 

written across 2 or 

more lines 



 

5 
 

 

If there are any errors while completing the form, there will be a ‘pop up’ error box which will 

show you what the error is and how to correct the error as seen in the below figure:  

 

 

4.1 Step 2: Parent/Carer Details  
 

 

 

 

Please tick the box 

as appropriate.  
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4.2 Step 3: Child’s Eligibility 
 

This section is about the child’s eligibility. Choose the type of application the child is eligible 

for.  

Please be reminded that a child is eligible the term after their 9month, 2year old, 3year old 

birthdays. Terms are 1st September, 1st January and 1st April.  

 

If a lone parent 

household is 

selected, only one 

parent/carer 

details is required.  

If this is not a lone 

parent household, 

please select No and 

you will have the 

option to choose if you 

have the full details of 

both parent/carer or 

one details. Complete 

the section with 

information you have 

Ensure that you have 

the correct email 

address for the 

parent/carer as this is 

the email address that 

the completed parental 

declaration form will be 

sent to.  You will be 

unable to retrieve if sent 

to the wrong email 

address.  
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Tick the type of 

application you are 

making. 

Tick Yes or No if child is splitting 

their free entitlement across 

two settings 

Tick Yes or No if parent/carer 

is in receipt of DLA 

Tick Yes or No if parent has 

consented for the childcare 

provider to claim DAF. 
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EYPP funding was extended to 2 years old from April 2024 and to under 2 years old from 

September 2024. Please obtain the consent from parent/carer to assess their child for an EYPP 

funding. Once you obtain the consent, you should ensure that you also tick the consent box on 

parent/carer’s details tab on Early Years Provider’s Portal to allow us assess children for EYPP 

funding.  

Please note, eligible children can also receive the holiday food vouchers during half terms from 

their provider or LA. 

4.3 Step 4: Document Check 
 

This section is to confirm the document check, the type of application being made and 

provide the eligibility codes for funding and DAF (if applicable). 

All eligibility codes for free childcare entitlement should be validated through the Early Years 

Provider Portal.  

 

 

 

 

Tick as appropriate for 

documents received and 

sign.  

If Child is splitting Free 

entitlements across two 

sites, parent/carer would 

need to have confirmed 

with the childcare provider 

the main setting for LA to 

pay DAF to.  Tick Yes or No to confirm 

that Parent/Carer has given 

consent to claim EYPP.   

Double click the 

signature box to sign  
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Tick the type of document 

provided by parent to 

confirm eligibility for FEEE 

funding  

For working families 

eligibility code, enter 11 digit 

code and for 2YO benefit 

related criteria, enter 6 

characters code. 

Sign in the ‘pop up’ 

box  and confirm 

signature once 

signed.  

If you selected Yes to DAF 

funding in step 3, then you 

will need to provide the DAF 

eligibility code provided to 

you by the LA 
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 4.4 Step 5: Setting and Attendance Details 
 

This section focuses on recording the attendance details and pattern of take up of childcare at 

the childcare provider.  

Chargeable Hourly rate: This is the hourly rate that is chargeable in addition to any free 

childcare taken up.  

If you offer a sibling discount to a child, please reduce your hourly rate to indicate/show the 

discount provided (e.g. chargeable rate is £8/hour, with 15% discount the hourly rate will be 

£6.80/hour). 

If you offer different hourly rate/charges for morning and afternoon sessions, please work out 

the average hourly rate that you will be applying for chargeable hours and add the comment to 

‘charges for consumables’ text box to explain your workings (e.g. 8:30-15:30 (7hours) 

chargeable hours at £7/hour, 15:30-18:30 (3hours) chargeable hours at £10/hour, therefore, 

your average hourly rate will be £7.90) 

 

 

 

 

 

 

Please note, the number of weeks attended/completed on the parental declaration form should 

match the invoices provided to parents/carers. However, on the Synergy platform (Early Years 

Providers Portal), the funding system can only accommodate two "patterns of delivery" i.e. 

38weeks or 52weeks which providers are paid for by LA according to the headcount 

submission. Therefore, our expectation is that any provider that is opened for over 48weeks+ 

and providing invoices to parents/carers based on stretched funding hours would claim the 

funding on Synergy for 52weeks. 

Tick the number of weeks 

child will be taking up their 

entitlement over. 

Enter the hourly rate for 

chargeable childcare hours. 
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4.5 Splitting Entitlements with Multiple Childcare Provider  
If you have selected that the child is splitting entitlement with another childcare provider, you 

will need to complete the details of the splitting based on the information that has been provided 

to you by the parent/carer.  

 

 

 

Enter the start date for the 

FEEE place for the child. 

Record the start time 

and end time for each of 

the days of attendance. 

Tick this box for the 

days the child does 

not attend. 

Complete section 

as needed based 

on information 

provided to you by 

parent/carer.  

Ensure that you use the 

reference table for the 

numbers of free hours per 

week to work out the 

chargeable hours.  
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In this section for the attendance, the signature box below is for the parent/carer to complete, 

therefore, you can select next page to move to the end of form.  

 

4.6 Submitting the Form  
At the end of form, note your reference number if you need to revisit the form.  

 

 

 

Click Submit. Once 

submitted, this will be 

emailed to the 

parent/carer for review 

and sign off.   
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5.0 Example Parental Declaration Form for 38weeks Provider 
A completed example for a 2YO child taking up a 15hours childcare place for 3days a week 

over 38weeks.  

 

 

 

 

 

 

Once submitted, you 

will get the notification 

pop up that the 

submission has been 

sent to the 

parent/carer   

Enter the details of 

attendance for each 

days.     
Enter the daily charge 

for meals, snacks and 

consumables.     
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In the scenario above, the total number of hours attended for 24.75 hours was 

automatically converted by system into hours and minutes as 25 hours and 15 minutes.  

5.1 Example Parental Declaration Form for 48weeks Provider  
A completed example for a 2YO child taking up a 15hours childcare place for 3days a week 

over 48weeks.  

 

 

 

In the totals, this is 

automatically 

calculated based on 

the hours recorded in 

the daily hours.    

The text box should be 

used to detail what the 

consumables charges are 

for or any other notable 

details relating to the 

childcare charges.     
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In the totals section, it is worth noting that the system converts the minutes into 

hours. In the example below, 30:00hrs minus 11hrs 53mins = 18hrs 47minutes.  The 

47minutes is then converted to hours, 47/60=0.7. Therefore, chargeable childcare 

hours are 18.07hours. 

 

 

 

 

 

 

 

 

It is worth noting that the system 

converts the minutes into whole hours. 

In this example, 30:00hrs minus 11hrs 

53mins = 18hrs 47minutes.  The 

47minutes is converted to hours, 

47/60=0.7. Therefore chargeable 

childcare hours is 18.07hours.  
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6.0 Parent/Carer View  
On Submission of the completed parental declaration form by the childcare provider, the 

parent/carer will receive an email notification about the form with the link to access the form 

as shown in the below figure: 

 

 

 
 

 

 

There is no need to login/register to access the form. The Parent/Carer will go through each 

of the steps/pages of the completed parental declaration form to review for any issues.  

Once parent/carer clicks 

the link, it will open the 

parental declaration form 

and provide a reference 

number to retrieve the 

form if saved before 

submission.  Parent/Carer 

can view the form 

completed by the 

childcare provider.  
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Please note, the parent/carer will not be able to amend/update any details in the parental 

declaration form. They must select the ‘Steps with issues/mistakes’ in the table on page 7 of the 

form to let the childcare provider know what details need to be amended/corrected.  

Once the provider amends/updates the form accordingly, the form will be returned to a 

parent/carer for a signature.  

 

 

 

 

 

Parent/Carer can tick as 

applicable if there are any 

issues in any of the steps or 

no issues.   

 

If there are any 

issues/mistakes, the 

parent/carer can tick the 

appropriate section and 

leave comment for the 

provider.  
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If there are no issues/mistakes on the form, the parent/carer can proceed to submitting the form.  

 

 

 

 

 

 

 

 

Parent/Carer then submits 

the parental declaration 

form. If there are issues 

noted, the parent/carer 

will be unable to sign form 

as completed.   



 

21 
 

 

 

6.1 Submission from Parent/Carer to Provider 
Once a parent/carer has reviewed the completed parental declaration form, if there are any 

issues/mistakes, the parent/carer will be unable to sign the form and the form will be emailed 

to the provider to update based on the notes of the parent/carer.  

We will recommend ensuring that any issues are addressed with the parent/carer before any 

re-submission is made.  

 

 

 

 

 

 

 

Childcare Provider clicks 

the link to access the 

parental declaration form. 

A reference number is 

provided to access the 

saved form if needed.    
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Childcare Provider will be 

able to identify the step(s) 

with issues and the 

comment provided by 

parent/carer.     

Tick once the issue has been 

rectified and add a 

comment.      

Click Submit form to 

submit. Form will be sent to 

parent/carer for review.       
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7.0 Signed form from Parent/Carer to Childcare Provider  
After the submission from childcare provider, the parent/carer will get an email notification as in 

the figure below: 

 

 

 

Click the link in the email to 

access the form.        
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In the signature section, there are two signatures required by the parent/carer. One signature is 

required to confirm that there were no issues on the form and the second signature is to confirm to 

claim the Free Early Education Entitlement (FEEE).  

 

Parent/Carer can 

go through the 

form for review and 

select steps with 

issues  and 

comment.       

If there are no 

issues in any of the 

steps, parent/carer 

can tick the box to 

confirm.        
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Once parent/carer 

ticks the no issues, 

then it proceeds to 

the signature page 

where the parent 

signs to confirm 

that there were no 

issues        

Double click in the 

signature box to 

sign        

Once signed, add 

the date.        
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Parent/Carer to double click 

to sign to agree to claim the 

free early education 

entitlement for the child.         

Sign in the box and 

confirm signature.          

Once signature is 

confirmed, it will 

appear in the box and 

parent/carer should 

add the date          
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The childcare 

provider will need to 

complete the 

signatures once 

received.           

Parent/Carer click 

submit to submit the 

form to the childcare 

provider.            
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8.0 Final Completed and Signed Parental Declaration Form  
After the submission from the parent/carer, the childcare provider will get an email notification as 

in the figure below: 

 

 

 

 

 

Click the link to access 

the submitted form.            

Note the reference 

number if saving the 

form.             
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Double click to add the 

Signature             

Sign in the box and 

confirm signature to 

be added to the form.              

Add name of person 

signing the form and 

the date              
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Once the form has been signed and submitted by the childcare provider, an email notification with the copy of the 

signed parental declaration form will be sent to both the parent/carer and the childcare provider for their records. 

You do not need to send a copy to the Local Authority as a copy will be automatically sent to us on completion of the 

process.  

The copy can be downloaded and saved.  

 

 

 

  

  

  

  
 

Click to submit the 

signed form              


