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01 I Document Change Control

Date Release ‘ Description ‘
Autumn Ofsted Data Import
2020

A section for Ofsted data Import is now included the
handbook.

For more information, see Ofsted Data Import on page 77

Spring 368 Consent to Share Information

2019 ‘Publish to FID’ has been amended to behave/work
independently to any selection made in ‘OFSTED Consent
Withheld’ field. This changed means records will still be
Published to Family Information Directory (FID) irrespective
if ‘OFSTED Consent Withheld’ is selected or not.

For more information, see Recording Consent to Share
Information details page 30

Autumn 3.65 Additional Information panel

2018 The Additional Information panel has been added to the

Maintain Service Provision page. It is used to display the
additional information about a service that the Local
Authority has collected from providers using the Self
Update portal.

For more information, see Displaying Additional
Information for a Service on page 39.

Service Provision Details panel

A new text field called Details of your 30 hours offer has
been added to the Service Provision Details panel. It is
used to display the information that the Local Authority has
collected from providers about their 30 hours offering using
the Self Update portal.

For more information, see Displaying Details of a Service
Provision on page 39

Extended Offer Ceases From

If the provider uses the Self Update portal to update their
details to say that this service no longer offers extended
childcare, when the changes are submitted and approved
by the LA, the Extended Offer Ceases From term is
updated.

For more information, see Maintaining Provider Services on
page 25
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Date Release Description

Provider Census

The Provider Census page is now only used to view
historical census data and not to update the Early Years
Census. This is now updated in the Self Update portal or in
the v4 Client via Early Years | Census Return.

For more information, see Viewing Provider Census Details
on page 64
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02 I Introduction

Overview

Early Years is part of the One v4 Client. It is used to enter and maintain records of childcare
providers and early years services. It also records information about the children attending early
years settings, including the number of hours funded through free entitlement, and enables
payments to be made to the childcare providers.

Using this Handbook

This handbook is intended for those using Early Years v4 Client to maintain details of early
years childcare provision. It covers the functionality for managing the following:

m Provider Basic Details
m Provider Contacts

m Provider Organisations
m Provider Staff

m Provider Services

m Communication Log

m Complaints

= Income

m Job Vacancies

m Links

= Monitoring

m Viewing Historical Provider Census
m Availability and Capacity

m Service Charges.

More Information: One Early Years Setup, Managing Early Years Payments, One Early Years
Headcount Provider Portal and One Early Years 30 Hour Entitlement Provider Portal handbooks
available on the One Publications website and on My Account.
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Permissions

Early Years uses business processes to determine which user groups have access to specific
functionality. User groups are assigned read, read-write, read-write-delete or deny permissions
to each Early Years business processes. Permissions are maintained in the One v4 Client. One
System Administrators should create user groups with the desired level of access to the
following business processes and main business processes:

m Early Years Administration
m Early Years Finance

m Early Years Processing

m Early Years Setup.

Additional Resources:

Reference Guides: User Group Permissions and User Group Processes available on the One
Publications website and on My Account.

_ Managing Early Years Providers Handbook
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03 I Managing Provider and Service Details

Introduction

The Maintain Provider page provides panels and links that enable you to maintain information

about the childcare provider and the service provision.

[ save [ New ¥Memo (5) SetACL [[]DataPanels ¥ Alerts [T Sql Mail Merge £ UDF Manager
_ || Links
[GBBSEBEiE| 02. Provider Contacts | 03. Provider Organisation | 04. Staff | 05. Provider Services | User Defined Fields | o BesicDetals - 7 || .
og
{01. Basic Details N |~ Complaints
Provider Name [Bumble Bee Nursery | Income
Entity Type @ oy — Job Vacancies
Links
Monitoring
Provider Census
Provider [D 50007 Base URN - Reports
Provider Entity Bumble Bz Nursery X [ oetai V3 Contact Log
Address o —— % F
Email {est@madeupsite com
Website
Telephone i Fax (e & ==
Opening Date 011012001 -
Closure Reason
Closing Date - Creditor Reference G1234
Humber
Insurer
Parent Provider Q %
Fremises Type

Searching for a Provider

1. Select Focus | Early Years | Search for Provider to display the Search childcare provider

page.

34 Search 2] Collapse = &) Clear

Search for Provider

Provider Name ||;.._=,.3
Postcode DCSF URN
Status - Funded Status
[F] Mew S Delete ] Open [ OpenIn New Window - MNext Previous
Provider Name DCSF URN  Status Provider Address
Beeches Special School 0 Not et Open
Bumble Bee Mursery = B Open n m

2. Enter one or more search criteria as follows:
m  Two or more characters of Provider Name.
m  First three or more characters of Postcode.
m  First two digits of DCSF URN.

Managing Early Years Providers Handbook
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3. Click the Search button to display a list of matching providers.

Adding a New Provider

A new provider record can be created to record provider details.

When adding a new provider, an entity type must be selected. It is recommended that the entity
type is selected as follows:

If the childcare takes place in a school, select an Entity Type of Base.

If the provider is a childminder, it is recommended that you select an Entity Type of Person
enabling you to link them to a person record.

If the childcare takes place in a building such as a village hall, it is recommended that you select
an Entity Type of Establishment.

Every provider has a linked base. If the entity type is base, the linked base will be the same
base (school). If the entity type is person or establishment, a linked base record is automatically
created using the details of the person or establishment. If a child attends a funded service, the
linked base is used in the child’s school history record.

To add a new provider record:

1. Search for the provider via Focus | Early Years | Search for Provider. For more information,
see Searching for a Provider on page 9.

2. Click the New button to display the Maintain Provider: New Provider page.

E] Save I—_| New OMEmD i) Set ACL [[]Data Panels ¥ Alerts @Sql Mail Merge F55 UDF Manager
(1. Basic Details | 02. Provider Contacts | 03. Provider Organisation ‘ 04, Staff | 05. Provider Services ‘ User Defined Fields 01. Basic Details

(01, Basic Details

Provider Name ' |

SRtiivES @ Base & Revise

_) Person
) Establishment

Provider ID Base URN

Provider Entity @, X [ peta

Address

Email

Website

Telephone Fax

Opening Date -

Closure Reason

Closing Date - Creditor Reference

MNumber

Insurer

Parent Provider Q x

Premises Type

3. Enter a Provider Name.
4. Select an Entity Type of Base, Person or Establishment.

5. Click the browse button to display the Search Base, Person Enquiry or Search
Establishment dialog and select a Provider Entity.
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.| Search Base .—_ T ——————— C=ore
4 Search [ Collapse ~

Base Enquiry

Name |

Base Type ~ Active vy

Base Selection All Assessment Stages » School Ma.

URN

Select [F] New MNext Previous

If the required base, person or establishment is not listed, click the New button to add a new
record.

If required, enter an Opening Date.
If required, enter a Creditor Reference and Insurer.

If required, click the browse button to display the Search Childcare Provider dialog and select
a Parent Provider.

If required, select a Premises Type from the drop-down (Lookup Table ID: 0480).

To add details of contacts, select the Provider Contacts tab. For more information, see Adding
a New Contact on page 13.

To record details of the umbrella organisation, select the Provider Organisation tab. For more
information, see Maintaining Provider Organisations on page 715.

To record staff details, select the Staff tab. For more information, see Adding a New Staff
Member on page 17.

To record service details, select the Provider Services tab. For more information, see Adding a
Service for a Provider on page 25.

Click the Save button.

Viewing Provider Details

Search for a provider. For more information, see Searching for a Provider on page 9.

Select the required Provider Name in the list and click the Open in New Window button to
display the Maintain Provider page, which has the following tab pages:

Managing Early Years Providers Handbook -
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[ save [ New »Memo (5 Set ACL [[]DataPanels ¥ Alerts 5 Sql Mail Merge 724 UDF Manager
[FNESSEBERR]| 02. Provider Contacts | 03. Provider Organisation | 4. Staff | 05. Provider Services | User Defined Fields 01. Basic Detaiks
S —
01. Basic Details i
Provider Name 'Bumble Bee Nursery |
Entity Type Base = y
= " Revise
Provider ID 50007 Base URN
Provider Entity Bumble Bee Nursery [E Detai
Address " - _— .
Email lest@madeupsite.com
Website
Telephone Fax
Opening Date 01/01/2001 -
Closure Reason
Closing Date - Creditor Reference G1234
Number
Insurer
Parent Provider Q %
Premises Type

m Basic Details displays the basic information about the provider.

m Provider Contacts displays the name and role details of contacts for the provider.
m Provider Organisation displays details of the umbrella organisation.

m Staff displays the details of staff working for the provider.

m Provider Services displays the services provided.

m User Defined Fields displays any UDFs defined for provider details.

Updating Provider Basic Details

The Entity Type and Provider Entity can be changed via the Revise button. The remaining
details are updated by clicking the Detail button and updating the base, person or establishment
details.

Updating the Provider Entity
The entity type can be changed, but it is recommended that it is selected as follows:
If the childcare takes place in a school, select an Entity Type of Base.

If the provider is a childminder, it is recommended that you select an Entity Type of Person
enabling you to link them to a person record.

If the childcare takes place in a building such as a village hall, it is recommended that you select
an Entity Type of Establishment.

Every provider has a linked base. If the entity type is base, the linked base will be the same
base (school). If the entity type is person or establishment, a linked base record is automatically
created using the details of the person or establishment. If a child attends a funded service, the
linked base is used in the child’s school history record.

NOTE: Changing the Entity Type from Base to Person or Establishment does not change the linked
base for the provider. If required, a new linked base can be selected.

Search for and select a provider.
Click the Revise button.
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[ Save [ New Memo (i) SetACL []DataPanels ¢ Alerts 7 Sql Mail Merge 7% UDF Manager

| 02. Provider Contacts | 3. Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields 01. Basic Detais 7
Provider Name Bumble Bee Nursery W
Provider ID 50007 Base URN 566432

i©) Person

@ Establishment =
Provider Entity Q, K @ Detai
Linked Base Bumble Bee Nursery Q K [ Detai
Address - — e
Email test@madeupsite com I
‘Website
Telephone Fax Ll TR
Opening Date 0170172001 -
Closure Reason
Closing Date - Creditor Reference G1234

Number

Insurer
Parent Provider QX
Premises Type

If required, select a different radio button to change the Entity Type. Entity Type can be set to
Base, Person or Establishment.

Click the browse button to display the Base Search, Person Enquiry or Search
Establishment dialog and select a new Provider Entity.

If required, select a Linked Base.
Click the Save button.

Updating the Provider Entity Details

Search for and select a provider

Click the Detail button to display the Person Details or Maintain Establishment page,
depending on the Entity Type.

Change the entity details as required.
Click the Save button.

Maintaining Provider Contacts

Provider contacts and their roles are maintained via the Maintain Provider | Provider Contacts
panel.

[ save [ New < Memo () Set ACL [[]DataPanels ¥ Alerts (&7 Sql Mail Merge = UDF Manager
01, Basic Details |_| 03. Provider Organisation ‘ 04, Staff ‘ 05. Provider Services | User Defined Fields 02. Provider Contact ~ /7
02. Provider Contacts 9
Title Forename Surname Role Code Role Description Start Date End Date L:_:J Add
» Miss. L] DCRO Day Care Regulation Officer - - % Remove
Miss PRWCON Contact - hd @ Details
Mrs PRVOWN Owner hd -
Mrs n PRVTSR Treasurer hd -

Adding a New Contact

Search for and select a provider.

Select the Provider Contacts panel.

Click the Add button to display the Contact Roles Link Enquiry dialog.

Managing Early Years Providers Handbook _
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¥

1| Contact Roles Link Enquiry

44 Search [B] Collapse -

01. Contact Role Link

Farename
Surname
Role Code

Role Description

Select [ Mew i| Person Details

Enter one or more search criteria and click the Search button to display a list of contacts.

i

ta | Contact Roles Link Enguiry

(O |

34 Search [B] Collapse -

01. Contact Role Link

Farename

Surname

Role Code ADM|

RoleDescription

o Select [H] New |2 Person Details

Title Forename Surname Role Code
] | SADMIN
Mr ADNOFF
= SENADM
Dir ADNOFF
Mr } ADN

Role Description Start Date  End Date

Senior Admin Officer
Admissions Team Contact
SEN Admission Team Contact
Admigzions Team Contact
Admin Officer

m

Select the required person and click the Select button.

Click the Save button.

Removing a Contact

Search for a provider.

Select the Provider Contacts panel.

Select the contact you want to remove.

Click the Remove button to display the confirmation message:

Do you really want to remove the selected record?

Click the Yes button.

Managing Early Years Providers Handbook
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Maintaining Provider Organisations

The Maintain Provider | Provider Organisation panel is used to maintain details of the
umbrella organisation for the childcare provider.

|
| save [ New oMemu () Set ACL []DataPanels ¥ Alerts _@Sql Mail Merge 25 UDF Manager
01. Basic Details | 02. Provider Contacts |_‘ 04. Staff ‘ 05. Provider Services | User Defined Fields 03. Provider Organis ~ 7
.03. Provider Organisation .
Umbrella Crganisation {Bumble Bee & >(
Bank Account Name BB Nursery
Bank Sort Code 103313 Bank Account Mumber 144312
Creditor Number G1234 Insurance End Date -
Account Validated Date - Organisation Type -
Organisation Details
Selecting a Provider Organisation
Search for and select a provider
Select the Provider Organisation panel.
Click the browse button to display the Search for Umbrella Organisation dialog.
| Search for Umbrella Crganisation l. S] |G-
33 Search EI Collapse -
Basic Details
Name '

Bank Account Mame
Bank Account Mumber Bank Sort Code

Creditor Number

Select [ Mew Delete Open In New Window

If required, enter search criteria.
Click the Search button to display a list of umbrella organisations.
Select the required organisation and click the Select button.

Adding a New Provider Organisation
Search for and select a provider.

Select the Provider Organisation panel.
Click the browse button to display the Search for Umbrella Organisation dialog.
Click the New button to display the New Umbrella Organisation dialog.

Managing Early Years Providers Handbook _
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%] [Mew Umbrella Organisation] —— || g
[ save [ New
-| Providers | Basic Details - ;;7
(‘Basic Details R
Name ' |
Contact ':--{. >< 5

Bank Account Name

Bank Account Number Bank Sort Code
Creditor Number Insurance End Date -
Account Validated Date -
Payee Address m b,
( Providers -
Provider Name  Provider Address  Locality Reference Mumber Area '-:_1'-' Add

Remove

Enter a Name.

If required, enter the remaining basic details:

a. Click the browse button to display the Person Enquiry and select a Contact.
b. Enter the bank account details and Creditor Number.

c. Select an Insurance End Date and Account Validated Date.

d. Select a Payee Address.

If required, click the Add button to display the Search for Provider dialog and select providers
to associate with the organisation.

€. Search for Pravider [E=R S
&4 Search [B] Collapse ~
&eam‘h for Provider N

Provider Mame
Provider Postcode Registered -
Reference Number

Service Type -f__{ >(
Status

I Select Open Mext Previous I

a. Enter search criteria and click the Search button to display a list of providers.
b. Select one or more providers in the list and click the Select button.
Click the Save button.

Maintaining Provider Staff

The Maintain Provider | Staff panel is used to maintain details of the staff employed at the
childcare provider.

1) Save [ New {»Memeo (;) Set ACL [ Data Panels ¥ Alerts SSq\ Mail Merge 2 UDF Manager
01. Basic Details ‘ 02, Provider Contacts | 03. Provider Organisation |-| 05, Provider Services | User Defined Fields 04. Staff - ;,'7
04, Staff -
Family Name Given Name Chosen Family Name Chosen Given Name Given Mame 2 Gender Title Date of Bith Postcode Role LL]IJ Add
b = n = Remove

Details

_ Managing Early Years Providers Handbook




P o N =

Managing Provider and Service Details

Adding a New Staff Member
Search for and select a provider to display the Maintain Provider page.

Select the Staff panel.
Click the Add button to display the Staff Enquiry dialog.

&) Staff Enquiry o ——— R -
34 Search | [E] Collapse -
Ilf_StaI'l Enquiry ™
Mame Browning
Sounds Like Search x Gender Mot Specified -
Date of Birth - Postocode
MI Mumber Staff Type All People -
Role -
o Select |—_| New Open @ Mext Previous
Famity Name Given Mame Chosen Famity Name Chosen Given Name Given Mame2 Gender Title Date ofBirth Postcode Role it
Browning Male =
Browning Male
Browning Female

Enter one or more search criteria as follows:

a. Enter two or more characters of Name.

b. Enter three or more characters of Postcode.

If required, enter further search criteria:

a. Select Gender from the drop-down.

b. Select Date of Birth.

c. Enter NI Number.

d. Select Staff Type from the drop-down.

e. Select Role from the drop-down.

Click the Search button to display a list of people.

Select the required person and click the Select button.

Displaying Staff Basic Details
Search for and select a provider.

Select the Staff panel.

Select the required member of staff.

Click the Details button to display the Staff Detail page with panels for Staff Basic Details,
Staff Qualifications, Training Manager Courses, Training Summary and Checks.

2|k Links
[ Save [] New [C]DataPanels 724 UDF Manager

Links
1. Staff Basic Details | 2. Staff Qualification Details | 3. Training Manager Courses | 4, Training Summary ‘ 5. Checks ‘ User Defined Fields 1. Staff Basic Detais =

Communication Log
Early Year Staff

1. Staff Basic Details

Title [7] Details

Family Name >

Given Name Jon

If required, click the Details button on the Staff Basic Details panel to display the Person
Details dialog.
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Updating Staff Basic Details
Updating Staff Qualification Details

| 2. Staff Qualification Details

Qualification  Subject Second Subject  Qualification Level Date Awarded & Add
GCSE Child Care Edit

Remove

Display the staff basic details.

. Click the Add button on the Staff Qualification Details panel to display the New Qualification

dialog.

Alternatively, to edit an existing qualification, select it and click the Edit button. To remove a

qualification, select it and click the Remove button.

" INEW QuAlfCation] s L 0 |

E Save 0 Memo

_| Qualification Detalls  ~ 7

Qualification Details

" Qualification = -
Subject Child Care o
Second Subject

Place of Study
Cualification Level
Date Awarded - Verified »
Title

Good Honours Degree
Class Of Degree

Country Of Crigin

Select a Qualification from the drop-down (Lookup Table ID: 0010).
Select a Subject from the drop-down.

If required, enter the following:

a. Select a Second Subject.

b. Select a Place of Study (Lookup Table ID: 0615).

c. Select a Qualification Level (Lookup Table ID: 0616).

d. Enter Date Awarded.

e. Enter Title.

f. Select a Class of Degree (Lookup Table ID: 1018).

g. Select a Country of Origin (Lookup Table ID: 1019).

If required, select one or both of the following check boxes to display a tick:
m Verified (indicates that the qualification has been verified).

m Good Honours Degree.

Click the Save button.

———
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Updating Training Details

The Training Manager Courses panel displays information about courses attended by the staff
member and booked using the Training Manager module. The Training Summary panel is
used to record other training attended by the staff member.

Display the staff basic details.

4, Training Summary

Training Date  Level Description Training Days & Add
08/04/2015 First Aid Edit

Remove

Click the Add button on the Training Summary panel to display the New Training dialog.

Alternatively, to edit an existing training record, select it and click the Edit button. To remove a
training record, select it and click the Remove button.

%] [Mew Training] [ 5] |—Ji3-

E Save O Meme
_l Training Details -

(Training Details ™
'Training Date | |L| Renewal Date -

Level -
Description

Amount Fund
I Training Days

Qualification Obtained

Select a Training Date.

Enter a Description.

If required, enter the following Training Details:

m Select a Renewal Date.

m Select a Level.

m Enter a Description.

m Enter an Amount.

m Enter a Fund.

m Enter Training Days.

m Select a Qualification Obtained (Lookup Table ID: 0010).

Updating Staff Checks
The Staff Checks panel is used to record clearance checks made for the member of staff.

Display the staff basic details.

5. Checks ™

Application Ref Date Requested Date Cleared Clearance Type & Add
1234 01/04/2015 Basic Edit

Remove

Click the Add button on the Checks panel to display the Clearance Check dialog.
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Alternatively, to edit an existing check, select it and click the Edit button. To remove a check,

select it and click the Remove button.

Counter Signatory
Counter Sign Ref Reply Destroy Date

Invoice Number Invoice Amount

Enter an Application Ref.
Enter a Date Requested.
Select a Clearance Type.

If required, enter the following:
m Disclosure Ref.

m Date Cleared or date Not Cleared.

| [Clearance Check] l_lﬂléj
[ save & Meme
_| Clearance Check - _.;T
'rél'earanoe Check ™
'.Application Ref l:l Disclosure Ref
Date Requested - Date Cleared
Mot Cleared - Clearance Type None

m Click the browse button to display the Search Countersignatory dialog. Search for and

select a Counter Signatory.

.| Search Countersignatory

|

34 Search @ Collapse -

Person Enquiny

Hame

Mational Health Service

Gender Mot Specified -
Mumber

Role Countersignatory

Select Open Next Previous

m Select a Reply Destroy Date.

m Enter Invoice Number and Invoice Amount.
m Click the Memo button to record a memo.
Click the Save button.

Removing a Staff Member
Search for and select a provider.

Select the Staff panel.

Select the staff member you want to remove.

Click the Remove button to display the confirmation message:

Do you really want to remove the selected record?
Click the Yes button.

Managing Early Years Providers Handbook
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Maintaining Early Years Staff Details
Details about a member of staff that are specific to Early Years can be maintained.

Display the staff basic details.

[ Save [1] Mew []Data Panels %3 UDF Manager

| inks
[DISESRBSEE0REE | 2. stoff Qualification Details | 3. Training Menager Courses | 4. Training Summary | 5. Checks | User Defined Fields 1. Statt Basic Datals + 7 )
Communication Log
1. Staff Basic Details e Early Year Staff
Title [ petails
Family Name S
Given Name Gom

Click the Early Years Staff link on the Links panel to display the Early Years Staff page with
panels for Employer Details, Observations, Staff Other Checks and Staff Services.

[ Save [F] New []DataPanels ¥ Alerts [ Sql Mail Merge 2 UDF Manager

[MERBIBIERBEEE | 2. Observations | 3. Stof Other Checks | 4. Staff Services | User Defined Fields 1. Employer Detals
1. Employer Details 4
Early Vears 3 Early Years Teacher X
Professional Status
Provider Name Employer Position Start Date End Date LL:J Add

testprovidertt Edit

Updating Employer Details

Save New [C1Data Panels ¥ Alerts Sql Mail Merge {25 UDF Manager
q i 9

[EEpIyERBEiE| | 2. Observations | 3. Staff Other Checks | 4. Staff Services | User Defined Fields 1. Employer Detals  + 57
1. Employer Details g
[ Early Vears 3 Early Years Teacher X
Professional Status
Provider Name  Employer Position StartDate End Date i Add
testprovideril Edit

Remove

To add new employer details, click the Add button on the Employer Details panel to display the
New Employer Details dialog.

To update existing employer details, select an employer and click the Edit button.

To remove employer details, select an employer and click the Delete button.

B Save
'rEmpI'oyeer Details n
Provider Name | L X
Employer
Employee Number
Job Title
Staff Type - Start Date -
End Date - Teacher Status -
Health Form Completed Health Check -
Paid Employment Level 2 Qualification x
Directl Envolvement Level 2 Maths »
Qualification
Reference Checked Level 2 English »
Qualification
P45 and P45 Level 3 Maths and EYE |3
Qualification
Early “ears x Level 3 English and x
Professional Status EYE Qualification
Contract Signed Date - Level 3 Qualification »
(gained priorto
September 2014)
Early “fears Teacher » Level 3 EYE %
Status Qualification (gained
after September 2014)
Police Check -
-_—
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2. On the Employer Details panel, click the Provider Name browse button to display the Search
Childcare Provider dialog.

.| Search Childcare Provider — L@éj

44 Search [E] Collapse ~ &5 Clear

Search for Provider

Provider Name

Postcode DCSF URN

Status

Funded Status

-

Select |—_| New Delete Open MNext Previous

Select the required provider. For more information, see Searching for a Provider on page 9.

If required, enter the following employer details for this member of staff:

Employer description.

Employee Number.

Job Title.

Select a Staff Type from the drop-down.
Start Date.

Select a Teacher Status from the drop-down.

5. If required, select one or more check boxes to display a tick:

Health Form Completed.

Paid Employment.

Direct Involvement.

Reference Checked.

P45 and P46.

Level 2 Qualification.

Level 2 Maths Qualification.

Level 2 English Qualification.

Level 3 Maths and EYE Qualication.

Level 3 English and EYE Qualification.

Level 3 Qualification (gained prior to September 2014).
Level 3 EYE Qualification (gained after September 2014).

Early Years Professional Status and Early Years Teacher Status are read-only check boxes.

6. If required, enter one or more of the following dates:

Contract Signed Date.
Health Check made. This date is displayed on the Staff Other Checks panel.
Police Check made. This date is displayed on the Staff Other Checks panel.

7. Click the Save button.
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Updating Observations

(2. Observations ™

Observation Date Observer Name Observation Type & Add
Edit

Remove

1. To add a new observation, click the Add button on the Observations panel to display the Staff
Observation dialog.

To update an existing observation, select it and click the Edit button.
To delete an observation, select it and click the Delete button.

.| [Staff Observation] B
[ save > Memo
_| 2. Observation Marks 1. Observation Detai ~ ;,'7

(1. Observation Details R
Observer ; 'L >(

Provider Q ><

Observation Date - Observation Time 00:00 L

Observation Type - Mey

Student Present

p— —
2. Observation Marks |

Teaching
Learning
Aftainment

Aftitude And Behaviour

2. Click the Observer browse button to display the Search Early Years Observer dialog.

.| Search Early Years Observer I. 5] éj

34 Search [E] Collapse =

Person Enguiry

Mame

Gender Mot Specified - Mational Health Service
Mumber

Role Early Years Observer

Select Open Next Previous

a. If required, enter search criteria.
b. Click the Search button to display a list of observers.
c. Select an observer in the list and click the Select button.
3. Click the Provider browse button to display the Search for Provider dialog.

a. Enter search criteria and click the Search button.
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Je Y ach o Provely) = — E‘ﬁg

33 Search @Collapse -
'ﬁfﬂrﬁuﬁda \

Provider Mame bee

Provider Postcode Registered -
Reference Mumber

I Service Type ':--{. x il
Status

o Select ] Open 4} Mext <+ Previous

Provider Name Provider Address Locality Reference Number Area

4| Bumble Bee Nursery W

b. Select the required provider in the list and click the Select button.

Select an Observation Date.

Select an Observation Type from the drop-down.

If required, enter the following on the Observation Details panel:
a. Select an Observation Time.

b. Enter NCY.

c. Select the Student Present check box.

If required, select the following Observation Marks (Lookup Table ID: 0579):.
m Teaching.

m Learning.

= Attainment.

m Attitude and Behaviour.

Click the Save button.

Displaying Staff Other Checks and Staff Services

The Staff Other Checks panel displays the information entered via the Employer Details
panel. See Maintaining Early Years Staff Details on page 217.

The Staff Services panel displays information entered on the Maintain Staff for Service dialog
via the Maintain Service Provision page. For more information, see Recording Staff
Information for the Service on page 38.
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e

3. Staff Other Checks

Provider Name Police Check Health Check

iBumble Bee Nursery

4. Staff Services
test_staff

Start Date End Date Staff Type Direct Involvement Job Title Service

Maintaining Provider Services
The Provider Services panel is used to maintain details of the services provided by the
childcare provider.

Provider services can also be viewed and maintained via Focus | Early Years | Search Service
Provision. For more information, see Searching for a Service Provision on page 42.

Adding a Service for a Provider

1. Search for and select a provider to display the Maintain Provider page. For more information,
see Viewing Provider Details on page 117.

2. Select the Provider Services panel.

05, Provider Services

Service Name Service Type Description  Service Address FID Type &5 Add

Bumble Bee Nursery - Full Day Care Full Day Care ] L ", ECD 9 Remove

|| Details

3. Click the Add button to display the Maintain Service Provision: New Provision page.
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o~ - — .
01. Service Provision Details

Service Name

Save [_|DataPanels ¥ Alerts Sql Mail Merge 25 UDF Manager
q g g

(7] _| 02. Registration History | 03. Consent to Sh... | 04. Service Public Contact | 05. Service Private Contacts | 06. Vocabulary 01. Service Provigior - _;7

Service Type -« Service 1D
Description

FID Type Mone - Authority-wide »
Provider Name @, X [ Detai
CRB Policy Same As Providers x
Address
Address .D
Start Date - End Date -
Registered For Nursery Previously Funded x
Education Grant/Fund
Offers Extended >

Childcare

Details of your 30 hours -
offer

Extended Offer Ceases
From

OFSTED Provision Mot Specified -
Type

FISID Telephone Mumber
Fax Mumber

Email Address

‘Website

Other Information -

-

m

4. Complete the service provision details as required. The following panels are available:

Service Provision Details. See Entering Service Provision Details on page 27.

Registration History. See Recording Registration History on page 28.

Consent to Share Information. See Recording Consent to Share Information details on
page 30.

Service Public Contacts. See Recording Service Public Contact details on page 37.

Service Private Contacts. See Recording Service Private Contact details on page 32.

Vocabulary. See Displaying the Vocabulary for the Service Provider on page 32.

Keywords. See Recording Keywords for the Service Provider on page 33.

Funding Details. See Recording Funding Details for the Service on page 33.

Eligibility Details. See Recording Eligibility Details for the Service on page 33.

Referral Details. See Recording Referral Details for the Service on page 34.

Facility. See Recording Facilities at the Service on page 34.

Special Provision. See Recording Special Provision for the Service on page 34.

Travel Information. See Recording Travel Information for the Service on page 36.

Award Information. See Recording Award Information for the Service on page 37.

PPAYP Category. See Recording PPAYP Category Details for the Service on page 37.

Area Covered. See Recording Area Covered Details for the Service on page 38.
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m Access Channel. See Recording Access Channel Details for the Service on page 38.

m Leisure Card: Displays any Leisure Card Info for the service.

m Staff Information. See Recording Staff Information for the Service on page 38.

m Additional Information. See Displaying Additional Information for a Service on page 39.

m UDFs: Displays any UDFs that are defined for this page.

Entering Service Provision Details

The Service Provision Details tab is used to record general information about the service.
On the Maintain Service Provision page, select the Service Provision Details tab.

Enter a Service Name.

Select a Service Type Description (Lookup Table ID: 0423).

Enter a Start Date.

If required, enter the following:

o M w0 bd =

a. Select FID Type.

b. Select the Authority-wide check box to display a tick (service is available throughout the
LA).
c. Select the CRB Policy check box to display a tick (indicates that CRB policy is in place).

d. Enter an Address for the service. Alternatively, select the Same As Providers Address
check box to display a tick.

e. Select the Registered for Nursery Education Grant/Fund check box to display a tick.
Alternatively, select the Previously Funded check box to display a tick.

f. If required, select the Offers Extended Childcare check box to display a tick (indicates that
the service offers extended hours). Alternatively, select the check box to display a cross and
select a term from the Extended Offer Ceases From drop-down.

NOTE: If the provider uses the Self Update portal to say that the service no longer offers extended
childcare, when the changes are submitted and approved, the Extended Offer Ceases From
term is automatically updated.

g. Select an OFSTED Provision Type from the drop-down.
h. Enter an FISID.

i. Enter a Telephone Number, Fax Number, Email Address, Website Address and Other
Information.

6. Click the Save button.
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Recording Registration History

The Registration History panel is used to record the dates and types of registrations for the
service. If the registration is linked to an imported Ofsted record, the Ofsted details can be
displayed.

On the Maintain Service Provision page, select the Registration History tab.

[ save (5) Set ACL []Data Panels ¥ Alerts & Sql Mail Merge 2§ UDF Manager
&) 01. Service Provision Details |_| 03. Consent to Sh... | 04. Service Public Contact | 05. Service Private Contacts | 06. Vocabulary 02 Registration Histt - _;7
02. Registration History L
Registration Details Initial Contact Date  Start Date End Date Registration Type Area Locality LL:J Add
Edit
Remove
OFSTED Information 3
Click the Add button to display the Maintain Service Registration dialog.
% [Maintain Service Registration] R S —- E@Iﬂ—hj
[ ok {3 Memo
_| 02, Registration Information | 03. Location Information | 04, Additional Information 01. Application Inforr - ;,7
(01. Application Information E
Initial Contact Date ||1 4/04/2015 I;l Info Pack Date 14/04/2015 -
Intro Meeting Date - Application Date -
Application Status - Application Type -
(02, Registration Information -
Registration Start Date - Registration End Date -
Certificate Date - Certificate Mumber
Reference Mumber
Registration Status -
Registration Type -
I Early Years Register b 4 Compulsory Childcare 3¢
| Register
Voluntary Childcare b 4 Day Care Type - E
Register
Ownership Type -
Childminder Provider
Category
Sector -
( 03, Location Information N
Area - Locality -
‘Ward - District -
( 04. Additional Information -

Amendment Reason -

I Last Updated - Updated By JI

Create Income o
Schedule Link | =

If required, enter the following on the Application Information panel:
m Initial Contact Date (automatically set to the current date).

m Info Pack Date (automatically set to the current date).

® Intro Meeting Date.

m Application Date.

m Select an Application Status (Lookup Table ID: 0717).

m Select an Application Type (Lookup Table ID: 0716).
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If required, enter the following on the Registration Information panel:
a. Registration Start Date.

b. Certificate Date.

c. Certificate Number.

d

. To link the registration to an imported Ofsted record, click the Reference Number browse
button to display the Search for Ofsted dialog.

¢ e -
.| Search for Ofsted [
33 Search E Collapse -
("Search for Ofsted B
Provider Mame
Provider Postcode Reqgistration Status -
Matched - Reference Mumber
’/_Seart:h for Provider ™
Service Type a x
Qpen In New Window Add Unmatched €9 Select Ofsted Ref. No.

e. Enter search criteria and click the Search button to display a list of reference numbers.

—h

Select the required reference number and click the Select Ofsted Ref. No. button.
Select a Registration Status (Lookup Table ID: 0718).
Select a Registration Type (Lookup Table ID: 0423).

Select one or more of the following check boxes to indicate that the service is included on the
register:

= @

Early Years Register

Compulsory Childcare Register

Voluntary Childcare Register.
j. Select the Day Care Type (Lookup Table ID: 0719).
k. Select the Ownership Type (Lookup Table ID: 0732).

If the Ownership Type is Childminder, you can select Childminder Provider Category.

|. Select Sector (Lookup Table ID: 0720).
If required, enter the following on the Location Information panel:
m Area (Lookup Table ID: 0471)
m Ward (Lookup Table ID: 0802)
m Locality (Lookup Table ID: 0470)
m District (Lookup Table ID: 0801).
If required, enter the following on the Additional Information panel:
a. Select Amendment Reason (Lookup Table ID: 0481).

b. If a link to the income schedule is required, select the Create Income Schedule Link check
box to display a tick.

Click the OK button.
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Recording Consent to Share Information details

The Consent to Share Information panel is used to record the provider's consent to share
information about the service.

On the Maintain Service Provision page, select the Consent to Share tab.

(03. Consent to Share Information ™

OFSTED Consent Publish to Local
Withheld Internet

OFSTED Special Base Active Status W
Considerations

Publish to FID Publish to FID Date -
Changed

Provider Signature MNon-Consent Reason
Received

Non-ConsentMotes

ECD Sent - Owner 1 - FSD Sent - Owner 1 -
ECD Sent - Owner 2 - FSD Sent - Owner 2 -

Publish Telephone » Publish Address »
MNumbers?

Publish Cost » Telephone
Information

In Writing » Mailouts

NOTE: OFSTED Consent Withheld and OFSTED Special Considerations are automatically updated
when information is imported from Ofsted. The Base Active Status check box is called Person Active
Status if the provider is a person. It is displayed as a tick if the base/person linked to the provider is
active and as a cross if the linked base or person is inactive.

If the provider consents to share information locally, select the Publish to Local Internet check
box to display a tick.

If the provider consents to share information about the service with the FID (Family Information
Directory), select the Publish to FID check box to display a tick.

Alternatively, if they do not consent:

a. Select the Publish to FID check box to display a cross.

b. If required, select a Non-Consent Reason (Lookup Table ID: 1116).
c. If required, enter Non-Consent Notes.

The Publish to FID Date Changed is automatically updated with the date that the check box
is changed.

NOTE: The Publish to FID check box now works independently to any selection made in the OFSTED
Consent Withheld check box. Publish to FID will displays a cross and cannot be updated if any of the
following applies

Base/Person Active Status is a cross.

Ofsted Special Consideration is either WREF (Women’s Refuge),

ANON (Anonymity Requested) or MOD (Ministry of Defence).

If a provider signature has been received in connection with their consent to share information,
select the Provider Signature Received check box to display a tick.

Select one or more of the following check boxes to display a tick if the provider has consented to
share the following information about the service:

m Publish Telephone Numbers?
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® Publish Address?
= Publish Cost Information?

6. Select one or more of the following check boxes to display a tick if the provider has consented to
share information about the service via the following methods:

m Telephone
® In Writing
= Mailouts.
7. Click the Save button.

NOTE: For information about which services have sent FID data, see Viewing Services that have sent
FID Data on page 42.

Recording Service Public Contact details

The Service Public Contact panel is used to record the contact details for the service to be
sent to the FID for publishing.

Only one public contact can be recorded at a time. To record a new contact, first delete the
existing entry.

NOTE: The same person or role cannot be recorded as both a private and public contact.

{ 04, Service Public Contact

Public Contact

Title Forename Surname Role Code Role Description i Add
Summary

Miss = = PRVCON  Contact Remove
Details

m

Contact Publishing Publish All
Publish Address
Putlish Telephone

Publish Email

Publish  One Line Address Type Start Date End Date
4 D - — Home Address

Role Details -

Adding a New Public Contact
1. On the Maintain Service Provision page, select the Service Public Contact tab.

2. Click the Add button to display the Contact Roles Link Enquiry dialog.

Record contact details. For more information, see Adding a New Contact on page 73.

Setting Information Sharing Preferences

All addresses for the selected public contact are listed. To update the preferences for
information about this contact to be sent to the FID:

1. If the information is to be published, select the following Contact Publishing check boxes to
display a tick:

= Publish All.
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= Publish Address. If more than one address is listed, select the check box adjacent to the
required address.

m Publish Telephone.

m Publish Email.

If required, enter Role Details.

Click the Save button.

Removing Existing Contact Information

Click the Remove button to display the following message:
Do you really want to remove the selected record?

Click the Yes button.

Recording Service Private Contact details

The Service Private Contact panel is used to record one or more private contacts for the
service. This contact information is not sent to the FID.

NOTE: The same person or role cannot be recorded as both a private and public contact.

On the Maintain Service Provision page, select the Service Private Contact tab.

ave (3] Set ata Panels ¥ erts ail Merge = anager
S Set ACL Data Panels % Al Sql Mail Merge 2% UDF Manag

@3 01, Service Provision Details ‘ 02. Registration History | 03. Consent to Sh... | 04, Service Public Contact ‘_| 06. Vocabulary 05. Service Private { ~
05. Service Private Contacts

Private Contact Title Forename Surname Role Code Role Description Start Date & Add

Summary » Miss DCRO Day Care Regulation Officer ¥ | % Remove
Mrs. [ & ] PRWOWN Owner b @ Details
Mrs. = PRVTSR Treasurer -

€ [T r

To record a new contact, click the Add button to display the Contact Roles Link Enquiry dialog
and add a new contact. For more information, see Adding a New Contact on page 73.

Alternatively, to remove a contact, select it and click the Remove button.

Alternatively, to view the details of a contact, select it and click the Details button to display the
Person Details page.

Click the Save button.

Displaying the Vocabulary for the Service Provider

The Vocabulary panel displays the vocabulary terms that are selected as being relevant to
Early Years providers via Tools | FID | Vocabulary.

On the Maintain Service Provision page, select the Vocabulary panel.

[ Save (5) Set ACL [[]DataPanels ¥ Alerts @& Sql Mail Merge 7§ UDF Manager
&9 01, Service Provision Details | 02. Registration History | 03. Consent te Sh... | 04, Service Public Contact | 05. Service Private Contacts |_| 08. Vocabulary

06. Vocabulary

Vocabulary Search Search Previous Search Mext  Show Provider Terms

EEW" 3 Parent Know How Directory

If required, click the Show Provider Terms button to display only the terms selected for this
provider.
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Recording Keywords for the Service Provider
The Keywords panel enables you to select local keywords to be associated with the service.
On the Maintain Service Provision page, select the Keywords panel.

"67. Keywords

KE o= Internal Code Description External Code Active L:_:-'Add

Remove

. To add a new keyword, click the Add button to display the Lookup Codes - KEYWORDS dialog
and select a keyword (Lookup Table ID: 1115).

. Alternatively, to remove a contact, select it and click the Remove button.

Recording Funding Details for the Service

The Funding Details panel is used to record one or more payment bands and maintain
stretched offer details for a service.

On the Maintain Service Provision page, select the Funding Details panel.

(68. Funding Details ™

Payment Band Internal Code Description External Code Active LLLAdd

Remove

SIEcHEd0E Internal Code  Description  External Code  Active & Add

Remove

. To select a new Payment Band for the service, click the Add button to display the Lookup
Codes - Payment Band dialog and select a payment band (Lookup Table ID: 1161).

. To select a new Stretched Offer for the service, click the Add button to display the Lookup
Codes - Stretched Offers dialog and select a stretched offer (Lookup Table ID: 1178).

Alternatively, to remove a Payment Band or Stretched Offer, select it and click the Remove
button.

Recording Eligibility Details for the Service
The Eligibility Details panel is used to record information regarding eligibility for the service.

On the Maintain Service Provision page, select the Eligibility Details panel.

{09, Eligibility Details ™

Eligibility Details -

Enter Eligibility Details.
Click the Save button.

Managing Early Years Providers Handbook -



Managing Provider and Service Details

Recording Referral Details for the Service

The Referral Details panel enables you to record referral criteria and procedures to be
associated with the service.

On the Maintain Service Provision page, select the Referral Details panel.

10. Referral Details ™

EiERETD Internal Code  Description External Code  Active G Add

Remove

Criteria Details -

Referral Procedure

To add a new Criteria Code, click the Add button to display the Lookup Codes — Referral
Criteria dialog and select a criteria code (Lookup Table ID: 1086).

Alternatively, to remove a Criteria Code, select it and click the Remove button.
If required, enter Criteria Details.

If required, enter a Referral Procedure.

Click the Save button.

Recording Facilities at the Service

The Facility panel is used to record details about the facilities available at the service e.g. car
park or large garden.

On the Maintain Service Provision page, select the Facility panel.

(11, Facility n

Facility Internal Code Description External Code Active LL‘HA‘:H

Remove

Facility Notes -

Mumber Of Rooms

To add a new Facility, click the Add button to display the Lookup Codes - Facilities dialog
and select a facility (Lookup Table ID: 0475).

Alternatively, to remove a Facility, select it and click the Remove button.
If required, enter Facility Notes.

If required, enter the Number of Rooms for the service.

Click the Save button.

Recording Special Provision for the Service

The Special Provision panel is used to record details about any special provision provided at
the service.

On the Maintain Service Provision page, select the Special Provision panel.
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12. Special Provision
Disabled Access -
-
Wheel Chair Access
‘Wheel Chair Access -
Motes
-
SEN Children b 4
Special Need -
Experience
=
Special Needs -
Confidence
-
Cultural Pravision - Iy
Internal Code Description External Code  Active 5 Add
Remove
SOSHEUNERAICadE Internal Code  Description External Code  Active &5 Add
Remove
Special Meeds Notes -
=
Language Spoken Internal Code Description External Code Active g Add
Remove
Culture Motes -
-
DistCade Internal Code Description External Code Active & Add
Remaove
Special Diet Details -
=
Special Provision -
-
Emergencies )4

If required, enter details about Disabled Access.

If the service has wheelchair access, select the Wheel Chair Access check box to display a
tick.

If required, enter Wheel Chair Access Notes.

If the service caters for Special Educational Needs, select the SEN Children check box to
display a tick.

If required, enter details about Special Need Experience and Special Needs Confidence at
the service.

To add details about Cultural Provision, click the Add button to display the Lookup Codes —
Cultural Provision dialog and select a code (Lookup Table ID: 1090).

Alternatively, to remove a Cultural Provision code, select it and click the Remove button.

To add a Special Needs Code, click the Add button to display the Lookup Codes — Facilities
— Special Needs dialog and select a code (Lookup Table ID: 0721).

Alternatively, to remove a Special Needs Code, select it and click the Remove button.

If required, enter Special Needs Notes.
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To add details of Languages Spoken, click the Add button to display the Lookup Codes —
Home Language dialog and select a code (Lookup Table ID: 0002).

Alternatively, to remove a Language Spoken, select it and click the Remove button.
If required, enter Cultural Notes.

To add a new Diet Code and record details of special diets catered for at the service, click the
Add button to display the Lookup Codes — Diet dialog and select a code (Lookup Table ID:
0474).

Alternatively, to remove a Diet Code, select it and click the Remove button.

If required, enter Special Diet Details.

If required, enter Special Provision.

If the service caters for emergencies, select the Emergencies check box to display a tick.
Click the Save button.

Recording Travel Information for the Service

The Travel Information panel is used to record details about travelling to the service, whether
the service has parking spaces or its own transport facilities and any bases where school
pickups are available.

On the Maintain Service Provision page, select the Travel Information panel.

(’;3‘ Travel Information n

Parking Spaces Own Transpart
Travel Information Y

-

Directions -

-

School Pickups Base Description LL:-' Add

Edit

Remove

If required enter the following:

a. Select the Parking Spaces check box to display a tick.

b. Select the Own Transport check box to display a tick.

c. Enter Travel Information.

d. Enter Directions.

If required, enter details of School Pickups:

a. Click the Add button to display the Provider Base Link Details dialog.
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.| Provider Base Link Details e —— S — | e |
E] Save
(1. Baze 02. Memo Details 02. Memo Details -
(01, Base ™
Base a X

(02 Memo Details

=N ® |25

b. Click the Base browse button to display the Base Enquiry dialog and select a base.
c. If required, enter Memo Details regarding pickups from this base.
Click the Save button.

Recording Award Information for the Service

The Award Information panel is used to record details of awards, quality assurance and
accreditation for the service.

On the Maintain Service Provision page, select the Award Information panel.

14, Award Information -

Award Information P

-

Quallyisswancs Internal Code Description External Code  Active & Add

Remove

Accedusian Internal Code  Description  External Code  Active &0 Add

Remove

If required, enter Award Information.

To add new Quality Assurance details for the service, click the Add button to display the
Lookup Codes — Quality Assurance dialog and select a code (Lookup Table ID: 1091).

Alternatively, to remove a Quality Assurance code, select it and click the Remove button.

To add new Accreditation details for the service, click the Add button to display the Lookup
Codes — Accreditation dialog and select a code (Lookup Table ID: 1083).

Alternatively, to remove an Accreditation code, select it and click the Remove button.
Click the Save button.

Recording PPAYP Category Details for the Service

On the Maintain Service Provision page, select the PPAYP Category panel.

15. PPAYP Category

FEAE Internal Code  Description  External Code  Active LL‘HAdd

Remove
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. To add new PPAYP details for the service, click the Add button to display the Lookup Codes —
PPAYP-10 dialog and select a code (Lookup Table ID: 1092).

Alternatively, to remove a PPAYP code, select it and click the Remove button.
Click the Save button.

Recording Area Covered Details for the Service
On the Maintain Service Provision page, select the Area Covered panel.

16. Area Covered

Area Covered

Internal Code  Description External Code  Active

&l Add

Remove

. To add a new area for the service, click the Add button to display the Lookup Codes — Spatial
Levels 1.0 dialog and select a code (Lookup Table ID: 1081).

Alternatively, to remove a PPAYP code, select it and click the Remove button.
Click the Save button.

Recording Access Channel Details for the Service
On the Maintain Service Provision page, select the Access Channel panel.

17. Access Channel

Access Channel

Internal Code Description External Code Active

& Add

Remove

. To add a new area for the service, click the Add button to display the Lookup Codes —
LGCHL-1.01 dialog and select a code (Lookup Table ID: 1080).

Alternatively, to remove a code, select it and click the Remove button.
Click the Save button.

Recording Staff Information for the Service

The Staff Information panel is used to record details of staff working at the service.

On the Maintain Service Provision page, select the Staff Information panel.

{19, Staff Information

Staff

Staff Description Start Date End Date Staff Type Job Title

G Add
Edit
Remove

Details

. To add a new member of staff for the service:

a. Click the Add button to display the Maintain Staff for Service dialog.
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[ .| [Maintain Staff for Service] L@ﬂ—h]
[ save & Memo ¥ Alerts
-| StaffServices -
StaffServices
Start Date [ ] End Date -
Staff Type - Direct Involvement
Job Title
Staff Q X

Select a Start Date.
Select a Staff Type (lookup Table ID: 0429).
If required, select the Direct Involvement check box to display a tick.

If required, enter a Job Title.

~ o oo T

Select the Staff browse button to display the Early Years Staff Enquiry and select a new
staff member.

Alternatively, to remove a staff member, highlight it and click the Remove button.
To edit the details, highlight the staff member and click the Edit button.
Click the Save button.

Displaying Additional Information for a Service

The Additional Information panel is used to display the additional information about a service
that the Local Authority has collected from providers using the Self Update portal. These fields
are defined in the One v4 Client as UDFs (User Defined Fields).

20, Additional Information

Date Last Updated

Costs Per Half Day - Date1 -
= L

More Information: Common Functionality (v4 Client) handbook and Managing UDFs reference guide
available on the One Publications website and on My Account.

Displaying Details of a Service Provision

Search for and select a provider to display the Maintain Provider page. For more information,
see Viewing Provider Details on page 117.

On the Maintain Provider page, select the Provider Services panel.

05. Provider Services

Service Name  Service Type Description  Service Address  FID Type g Add
test kser2 Breakfast Clubs ECD % Remove

| Details

Select the required service and click the Details button to display the Maintain Service
Provision page.
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&) Save [|DataPanels ¥ Alerts Sgl Mail Merge %% DF Manager
9 9

1. Service Provigior =

™,

(*] _ 02. Registration History | 03. Consent to Sh... | 04. Service Public Contact 05. Service Private Contacts | 06, Vocabulary

(01, Service Provision Details

-.ser\u ice Mame — =

Service Type Childminder = Servies ID 278

Deseription

FID Type ECD ~ Authority-wide x

Frovider Name e emm Childcare X [ Detai

CRE Palicy Same As Providers x

Address

Address A e e B Dot I, Becford.. ox

Start Date 0072015 - End Date -

Registered For Nursery +f Préviously Funded W

Education GrantFund

Offers Extended o

Childcare

Details of your 30 haurs

offer

Extended Offer Ceases

From

OFSTED Provisien Childminder - Domestic Prem X

Type

FISID Telephone Number 01234 B3B0BO

Fax Number 01234 B54B40

Email Address v e 0K

Website o, il ) C0, K

Other Information Mo Peis
Note: A new text field called Details of your 30 hours offer has been added to the Service Provision
Details panel. It is used to display the information that the Local Authority has collected from providers
about their 30 hours offering using the Self Update portal.

Information about the service is displayed on the following panels:

m Service Provision Details.
= Registration History.

m Consent to Share Information.
m Service Public Contacts.
m Service Private Contacts.
= Vocabulary.

= Keywords.

= Funding Details.

= Eligibility Details.

m Referral Details.

= Facility.

m Special Provision.

= Travel Information.

= Award Information.

Managing Early Years Providers Handbook




Managing Provider and Service Details

= PPAYP Category.

= Area Covered.

m Access Channel.

m Leisure Card.

m Staff Information.

= Additional Information.
m UDFs.

Viewing Ofsted Details for a Service Provision
If a registration is linked to an imported Ofsted record, the Ofsted details can be displayed.

On the Maintain Service Provision page, select the Registration History tab.

Save (;) Set ACL [|DataPanels ¥ Alerts Sql Mail Merge 23 UDF Manager
@ q 9 9

) 01. Service Provision Details | ZIREGEMEHBRIISIOR] | 03. Consent to Sh... | 04, Service Public Contact | 05, Service Private Contacts | 06. Vacabulary | 07. Keywords | 08. Funding Details | 09, Eigibilty Details
{02. Registration History

Regsizzhion|Detaas Intial Contact Date ~ StartDate  EndDate Registration Type Area Local 48 Add
011071875 0110711875 Ofsted import (Dummy) Ofsted Import (Dummy)  Ofsth SRS
3 Remove

2 OFSTED Information
& Ofsted Registered Person

< i G

Select the required Registration Details record. If it is linked to an Ofsted record, the OFSTED
Information button is enabled.

Click the OFSTED Information button to display the Ofsted Details page.

|| Ofsted Details [ 12308 ]

01, Extract Details | 02 Provider Details | 03, Setting Details | 04, Registration Details | 05, Registration ... | 06. Child Services History | 07, Certificate | 08, Childcare Age History | 09, Childeare Period History | 10, Inspection | 11 Notice History | 12, Welfare History

(01, Extract Details

Dals) 1610212016 - Local AuthorityCode 201
Local Authority Name  CL

Updated By Vaibhar

(2. Provider Details

Name testP

Address Ling 1 Barbican Playgroup

Address Line 2 01 Level Playroom

Town Andrewes House

County

Post Cade Unique Postcode 0

Reference Number
Telephone Number

Mobile Number
Work Number
Fax Number
Emsil

ConsentWitheld

(103, setting Details

Name: test Ser

Address Line 1 Level 01 and 02, Andrewes House:

Address Line2 Barbican

Tow

County

PostCade ]

Unigue Postcade
Reference Number
Telephone Number

Mobile Number

Work Number

Fax Number
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Viewing Services that have sent FID Data

If the provider consents to share information about the service, the Consent to Share
Information panel displays details of the type and dates when extracts of data have been sent.

1. On the Maintain Service Provision page, select the Consent to Share Information tab.

(03. Consent to Share Information N

OFSTED Consent Publish to Local

Withheld Internet

OFSTED Special Base Active Status v

Considerations

Publish to FID Publish to FID Date -
Changed

Provider Signature Mon-ConsentReason

Received

Mon-Consent Notes

ECD Sent- Owner 1 - FSD Sent- Owner 1 -

ECD Sent - Owner 2 - F3D Sent - Owner 2 -

Publish Telephone x Publish Address x

Mumbers?

Publish Cost b4 Telephone

Information

In Writing » Mailouts

FID data can be sent to one or two locations (Owner 1 and Owner 2). The dates when ECD and
FSD extracts of data were last sent to one or both locations is displayed as follows:

= ECD Sent — Owner 1
= ECD Sent - Owner 2
m FSD Sent - Owner 1

m FSD Sent — Owner 2.

Searching for a Service Provision

An Early Years provider can have one or more service provisions e.g. Breakfast Club, Full Day
Care or Holiday Club. To search for a service provision:

1. Select Focus | Early Years | Search Service Provision to display the Search Service
Provision page.

44 Search [E] Collapse = (5 Clear

( Service Provision Enquiry -

Provider Hame

Service Mame

Service Type -
Description

Service Coverage All -

Service Postcode Registered vy

Reference Number DCSF URN

Status Open - Funded Status Al -
Locality - Area -
‘Ward - FID Type -

Payment Band E Stretched Offer(s)

2. Enter one or more search criteria as follows:

a. Enter a full or partial Provider Name.
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C.

Managing Provider and Service Details

Enter a full or partial Service Name.
Select a Service Type Description.

If required, enter further search criteria as follows:

a.

= @

j-

k.

Enter a Service Postcode.

b. Deselect the Registered check box.
c. Enter a Reference Number.

d.
e
f

Enter a DCSF URN.

. Select a Status.
. Select a Funded Status.

Select a Locality (Lookup Table ID: 0471).

Select an Area (Lookup Table ID: 0471).

Select a Ward (Lookup Table ID: 0802).

Select an FID Type.

Click the browse button to select a Payment Band (Lookup Table ID: 1161).
Click the browse button to select a Stretched Offer (Lookup Table ID: 1178).

Click the Search button to display a list of services.

Managing the Communication Log

The communication log is used to record details of communications sent or received by an Early
Years provider or a service provision.

Logging a New Communication

A new communication can be logged for a provider or a service. To log a new communication
for a provider or service:

Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

Highlight the required provider in the list and click the Open In New Window button to display
the Maintain Provider page.
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BEES
[ Save [ New FMemo (5) SetACL [[]Data Panels ¥ Alerts [ Sql Mail Merge [ UDF Manager
; || Links
[GEBESEDERIE| 2. Provider Contacts | 03, Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields o gsscoetas < 7| .
0g
T A
(01, Basic Details i Complaints
Frovider Name 'Bumme Bee Nursery ‘ Income
Job Vacancies
Entity Type -
s
Mentoring
Provider Census
Provider ID 50007 Base URN Reports
Provider Entity Bumble Bee Nursery [ petai 3 Contact Log
Address - — — L
Email test@madeupsite.com
Website
Telephone Fax 2 T
Opening Dats 0110112001 -
Closure Reason .
Closing Date - Creditor Reference G1234
HNumber
Insurer
Parent Provider Q %
Premises Type -

Alternatively, search for a service provision via Focus | Early Years | Search Service
Provision. For more information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open in New Window button to display

the Maintain Service Provision page.

B Save []DataPanels ¥ Alerts _ﬂ(Sq\ Mail Merge #55 UDF Manager

-

02. Registration History | 03. Consent to Sh... | 04. Service Public Contact | 05. Service Private Contacts | 06. Vocabulary |

Links

. Links
01. Service Provisior ~ )’

01. Service Provision Details

. Avaiabity and Capacity
Il Communication Log

Details of your 30 hours
offer

Extended Offer Ceases

From

OFSTED Provisien  childminder - Domestic Pram -

Type

FISID Telephone Number (1234 838080
Fax Number 01234 854848

Email Address Swswri . el min co.uk

‘Website

Other Information No Pets

| Service Name = = ‘
Service Type Childminder . Service ID 278
Description
FID Type ECD - Authority-wide x
Provider Name s ommn Ghildeare [F] Detai
CRE Policy Same As Providers b4
Address
Address 4 st o, B, Bediord o X
Start Date 01/01/2015 - End Date -
Registered For Nursery + Previously Funded N
Education Grant/Fund
Offers Extended v
Childcare

Complaints

Job Vacancies

m

Wonttoring
Service Charges

3. Select the Communication Log link on the Links panel to display the Communication Log

Filter panel.
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®
3% Search [E] Collapse -
C ication Log Filter
From 15/04/2015 - To 22/04/2015 -
Communication Type - Communication -
Direction
Service Team (not specified) o
[H New Delete Open B Log Follow-Up
LogDate LogTime Summary Muttiple Recipients To Role Establishment From Role Establishment Type Direction Attachments IsAllowFutureDate
Click the New button to display the Communication log details page.
®
[ save ¥ Alerts [ Sql Mail Merge
1. Basic Detail | 1. Basic Detail =
1. Basic Detail

Select a Type from the drop-down.
Select a Direction from the drop-down.
Click the Continue button to display the Communication for page.

For more information, see Logging a New Email on page 45, Logging a New Telephone Call on
page 46 or Logging a New Letter or Fax on page 47.

Logging a New Email

Search for a provider or a service and click the Communication Log link on the Links panel.
Click the New button to display the Communication log details page.

Select Email from the Type drop-down.

Select a Direction from the drop-down.

Click the Continue button to display the Communication for page.

[ save (5) SetACL & Alerts & Sql Mail Merge
| 1. Basic Detail | 2, Communicatien Summary | 3. Meme | 4, Subjects/From/To | 5. Email Detail | 6. Response Detail 1. Basic Detail -
1. Basic Detail m
Type Email Direction Inbound
f/i Communication Summary o
Log Date 12/05/2015 - Log Time 13:27 =
Summary
Category - Priority Mone -

On the Communication Summary panel:

a. Select a Log Date.

b. Enter a Log Time.

c. Enter a Summary.

d. If required, select a Category from the drop down (Lookup Table ID: 0427).
e. If required, select a Priority.

If required, select the Memo tab and enter a memo.

Select the Subjects/From/To tab.
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11.
12.
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1. Basic Detail | 2. Communication Summary | 3. Memao |_| 5. Ernail Detail | 6. Response Detail 4. Subjects/FromTo  ~
/4, Subjects/From/To T ™
Subjects
Family Name Given Name Chosen Famity Mame Chosen Given Name Gender Date of Birth %( Remove
£ Details
From Anonymous
Name Role Establishment e Add
| Edit
% Remove
£, Details
To
Name Role Establishment e Add
| Edit
% Remove
£, Details
CC - Recipients
Name Role Establishment B Add
T Edit
% Remove
£, Details

Click the Add button to display the Person Enquiry dialog and select the required person, base
or role.

Select the Email Detail tab.

(5. Email Detail
Subject

Body

Enter the Subject and Body of the email.
Click the Save button.

Logging a New Telephone Call

Search for a provider or a service and click the Communication Log link on the Links panel.
Click the New button to display the Communication log details page.

Select Telephone from the Type drop-down.

Select a Direction from the drop-down.

Click the Continue button to display the Communication for page.
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10.
11.
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’E. Communication Summary
Log Date 11/03/2014 - Log Time 13:30 5
Duration 00:00 =
Iummary
Category -
h"

On the Communication Summary panel:

a. Select a Log Date.

b. Enter a Log Time.

c. Enter a Duration.

d. Enter a Summary.

e. If required, select a Category from the drop down (Lookup Table ID: 0427).
Select the Subjects/From/To tab.

Click the Add button to display the Person Enquiry dialog and select the required person, base
orrole.

Click the Save button.

Logging a New Letter or Fax

Search for a provider or a service and click the Communication Log link on the Links panel.
Click the New button to display the Communication log details page.

Select Letter or Fax from the Type drop-down.

Select a Direction from the drop-down.

Click the Continue button to display the Communication for page.

On the Communication Summary panel:

a. Select a Log Date.

b. Enter a Log Time.

c. Enter a Summary.

d. If required, select a Category from the drop down (Lookup Table ID: 0427).
Select the Subjects/From/To tab.

Click the Add button to display the Person Enquiry dialog and select the required person, base
or role.

Select the Letter Details tab.

5. Letter Details
[ Receive/Sent Date l:m Letter Date -

Frint Date - Letter Reference

Select a Receive/Sent Date.

If required, select a Letter Date, Print Date and Letter Reference.
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Click the Save button.

Searching for a Logged Communication

Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

Highlight the required provider in the list and click the Open In New Window button to display
the Maintain Provider page.

Insurer
Parent Provider

Premises Type

32| [ Links
[ save [1] Mew ¥ Memo (5) Set ACL [[]Data Panels ¥ Alerts [ Sql Mail Merge [ UDF Manager
|| Links
[GRBESEDERIE| 2. Provider Contacts | 03, Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields 01, Basic Detais 7 " )
0g
e
1. Basic Details Complaints
Frovider Name 'Bumb\e Bee Nursery ‘ Income
Entity Type 5 Y Job Vacancies
Monttoring
Provider Census
Pravider IO 50007 Base URN Reports
Provider Entity Bumble Bee Nursery [E Detai W3 Contact Log
Address u - — -
Email test@madeupsite.com
Website
Telephane Fax
Opening Date 01/01/2001 -
Closure Reason
Closing Date - Creditor Reference G234
Humber

Alternatively, search for a service provision via Focus | Early Years | Search Service
Provision. For more information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open in New Window button to display
the Maintain Service Provision page.

01. Service Provision Details

[ Save []DataPanels ' Alerts 5 Sql Mail Merge £ UDF Manager

© |PIISEREEBIEERDEIE | 02. Registration History | 03. Consent to Sh.. | 04, Service Public Contact | 05, Service Private Contacts | 06. Vocabulary

by ’El)unlu

Links.

01. Service Provisior ~ 57
Avalabilty and Capacity

Communication Log

["Service Name

Offers Extended
Childcare

From

Type
FISID
Fax Number

Email Address

‘Website

Education Grant/Fund

Extended Offer Ceases

OFSTED Provision

Other Information

N
Service Type Childminder .| service ID 278
Description
FID Type ECD ~ Authority-wide b4
Provider Name e 7 Childeare [E petai
CRB Policy Same As Providers x
Address
Address M eysils Brsism, B, Bediord .. @ X
Start Date 01/01/2015 - End Date -
Registered For Nursery + Previously Funded N

v

Details of your 30 hours
offer

Childminder - Domestic Prem

Telephone Number 01234 833080

01234 854848
Swwrm. e swwarm co.Uk

vovrw, Sl v co.uk

Mo Pets

Complaints

Job Vacancies

m

Wonitoring
Service Charges
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Select the Communication Log link on the Links panel to display the Communication Log
Filter panel.

34 Search [2] Collapse -
Communication Log Filter

From 15/04/2015 - To 22/04/2015 -

Communication Type - Communication -
Direction

Service Team (not specified) M

[E New Delete Open B Log Fellow-Up

LogDate LogTime Summary Multiple Recipients To Role Establishment From Role Establishment Type Direction Aftachments IsAllowFutureDate

By default, the To date is set to the current date and the From date is set to one week earlier.
If required, enter search criteria by selecting from the following drop-downs:

m From date

To date

Communication Type

= Communication Direction
= Service Team.

Click the Search button to display a list of logged communications.

Managing Complaints

Complaints made about a provider or service can be recorded.

Adding a New Complaint

Open the Complaints page for a provider or a service. For more information, see Viewing
Complaints for a Provider on page 50 or Viewing Complaints for a Service on page 517.

[ save
_| 01. Complaints | F
01, Complaints
Complaint Date  Type Complainant Outcome Time Spent L:_:-l Add
07/04/2015 Too many children 0 Day(s) 0 Hr(s) 0 Min(s) Edit
Remove

Click the Add button to display the Complaint Details page.
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tu| Complaints Details | ) |

[ save £ UDF Manager
01. Complaints | 02, Appeals | User Defined Fields | 01. Complaints -

'rD1. Complaints ™

'ComplaintDate 02/04/2015 -

| ]

Complainant Summary ax 8

Action -

Outcome - {Complaint Memo
> Action Memo

'/62. Appeals
Appeal To LA Date -

Appeal To L& Qutcome -

Appeal To Law Date - Appeal To Law -
Qutcome

Time Spent ] + | Day(s) 00:00 (2 Hr(s)}-Min(s)
> Appeal Memo

{‘User Defined Fields

r Complaint -
Complaint

-

On the Complaints panel, select a Type from the drop-down (Lookup ID: 0476).

If required, click the browse to display the Person Enquiry dialog and select a Complainant
Summary.

If required, select an Action from the drop-down (Lookup Table ID: 0477).
If required, select an Outcome from the drop-down (Lookup Table ID:1143).

If required, click the Complaint Memo button or Action Memo button to record a corresponding
memo.

If required, enter appeal details on the Appeals panel:
a. Select an Appeal To LA Date.

b. Select an Appeal To LA Outcome date.

c. Select an Appeal To Law Date.

d. Select an Appeal To Law Outcome date.

e. Click the Appeal Memo button to enter a memo.

If required, enter User Defined Details.

Click the Save button.

Viewing Complaints for a Provider

Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

Highlight the required provider or service in the list and click the Open In New Window button
to display the Maintain Provider page.
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BIRES

[ save [1] New »Memo (5 SetACL []DataPanels ¥ Alerts (5T Sql Mail Merge /2 UDF Manager

|| vinks
[BEBEEEBERE]| 02. Provider Contacts | 03. Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields o1 BasicDetals < 7 . }
o0
1. Basic Details & Complaints
Provider Name. 'Bumme Bee Nursery | Income
ey - @ ) Job Vacancies
e
Monitoring
Provider Census
Provider ID 50007 Base URN Reports
Frovider Entity Bumble Bee Nursery [F] Detai W3 Contact Log
Address " —— ; E
Email test@madeupsite.com
Website
Telephone Fax Fow e
Opening Dats 01/01/2001 -
Closure Reason
Glosing Date - Creditor Reference G234
Number
Insurer
Farent Provider a X
Premises Type

3. Click the Complaints link on the Links panel to display the Complaints page.

[ Save
B

01. Complaints

01. Complaints. o

Complaint Date  Type

Complainant Outcome Time Spent

s Add

07/04i2015

Too many children

0 Dayi(s) 0 Hr(s) 0 Min(s).

Edit

Remove

Viewing Complaints for a Service

1. Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

2. Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.
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 aintainseicepeison e T

B Save []DataPanels ¥ Alerts @Sq\ Mail Merge UDF Manager

~ _ || Links
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisior /7
Avallabiity and Capacity
(01, Service Provision Details N [~ Co n Log
Service Name - Complaints
Job Vacancies
Service Type Chigminder . Service ID 278 T Wontoring
Description Service Charges
FID Type ECD - Authority-wide x L4
Provider Name s L Childeare X [ oei
CRB Policy Same As Providers x
Address
Address 44 baysitis Bosmia, Sutisil, Bediord o x
Start Date 01/01/2015 - End Date -
Registered For Nursery | Previously Funded
Education GrantiFund
Offers Extended V]
Childcare
Details of your 30 hours [«]
offer
Extended Offer Ceases
From
OFSTED Provision Childminder - Domestic Prem -
Type
FISID Telephone Number 01234 838080
Fax Number 01234 854848
Email Address SwErE . e e C0.UK
Website wevrw sl o 0.k
Other Information Mo Pets E

3. Click the Complaints link on the Links panel to display the Complaints page.

[ save

01, Complaints

Complaint Date  Type Complainant Qutcome Time Spent ﬂ._,L.! Add
07/04/2015 Too many children 0 Day(s) 0 Hr(s) 0 Min(s). Edit
Remove

Managing Income

The income for an Early Years provider can be recorded.

Adding Income for a Provider

1. Open the Income page for a provider. For more information, see Adding Income for a Provider
on page 52.

ﬁ

[ Save
F
-| 01. Incomes. MV 4
01. Incomes
Due Date  Income Code Amount ReceiptDate ReceiptAmount Provider Name ﬂ._,L-! Add
01/01/2000 Registration Fee  15.00 0.00 Ml B Nursery Edit
Remove

2. Click the Add button to display the Income Details page.
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. | Income Details | ———————

— ] B )

[ save

[fineemeetai| | 02. Receipt Details |

01. Income Details  ~ 7

{01, Income Details

n

Income CGode | .| Amount

Due Date -

{02, Receipt Details

Receipt Mo Receipt Type Mot Specified
Receipt Amount

Income Mote

Receipt Date - Receipt Printed
Bank Slip Mo Bank Slip Date
Last Updt

Updated By

w2 5

2

Select an Income Code.

Enter an Amount.

Select a Due Date.

If required, enter Receipt Details:

a.

Enter a Receipt No.

b. Select a Receipt Type.

c. Enter a Receipt Amount.
d.
e
f.

Enter an Income Note.

. Select a Receipt Date.

Select a Bank Slip Date.

Click the Save button.

Viewing Income for a Provider

Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

Highlight the required provider or service in the list and click the Open In New Window button
to display the Maintain Provider page.
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e

[ save [1] New »Memo (5 SetACL []DataPanels ¥ Alerts (5T Sql Mail Merge /2 UDF Manager
[BEBEEEBERE]| 02. Provider Contacts | 03. Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields

(U1, Basic Details

["Provider Name |Bumme Bee Nursery |

Entity Type Q:’ Revise

Provider ID 50007 Base URN

Provider Entity Bumble Bee Nursery X [ Detai

Address ey T x

Email test@madeupsite.com

Website

Telephone K Fax Fou e e

Opening Date 01/01/2001 -

Closure Reason

Closing Date. - Creditor Reference G1234

Number

Insurer

Parent Provider a x

Premises Type

|| tinks
M c Log
N |- Complaints
Income
Job Vacancies
Links
Wontoring

Provider Census
Reports
V3 Contact Log

n

3. Click the Income link on the Links panel to display the Income page.

[ save
1. Incomes
Due Date  Income Code Amount Receipt Date  ReceiptAmount Provider Name ﬂ._,L-! Add
01/01/2000 Registration Fee 15.00 0.00 My B Nursery Edit
Remove

Managing Job Vacancies

Job vacancies for a provider or a service provision can be recorded.

Adding a Job Vacancy

1. Open the Job Vacancies page for a provider or a service. For more information, see Viewing
Job Vacancies for a Provider on page 56 or Viewing Job Vacancies for a Service on page 56.

2. Click the Add button to display the Job Vacancies page.
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-
| Job Vacancies L 5] | i

[ save

| | Charge Group -

01. Job Vacancy Details | 02. Job Category 01. Job Vacancy Del -

'/61.Job Vacancy Details
Job Title '

JobDescription

w25

»
Start Date - Position Closed b 4
Area - Locality -
Employment Type - Salary Type Mot Set -
Salary Range From Salary To

Experience Experience Type Mot Set -

(62. Job Category

Early Education Type -
ChildCare & Playwork -
Community Wark -

Support Services -

 z—

Enter a Job Title.

Childcare Tutor/Trainer | 3

If required, enter the following:

a.

g.
h.

Job Description.

b. Start Date.

c. Salary Range.
d.
e
f

Select the Area (Lookup Table ID: 0471).

. Select the Locality (Lookup Table ID: 0470).
. Select the Employment Type (Lookup Table ID: 0815).

Select Salary Type from the drop-down.
Select the Charge Group (Lookup Table ID: 0800).

If experience is required for this job vacancy, enter the number and select Weeks, Months or
Years from the Experience Type drop-down.

If required, enter the following details on the Job Category panel:

a.

Select an Early Education Type (Lookup Table ID: 0811).

b. Select a Childcare & Playwork category (Lookup Table ID: 0812).

c. Select a Community Work category (Lookup Table ID: 0813).

d.

e. If the vacancy is for a childcare tutor or trainer, select the Childcare Tutor/Trainer check box

Select a Support Services category (Lookup Table ID: 0814).

to display a tick.

Click the Save button.
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Viewing Job Vacancies for a Provider

1. Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.
2. Highlight the required provider or service in the list and click the Open In New Window button
to display the Maintain Provider page.
52| [45 Links
[ save [H New ¢{»Memo (5 Set ACL []DataPanels ¥ Alerts [& Sql Mail Merge 2 UDF Manager
[BTNEzEieIBEtail]| 02. Provider Contacts | 03, Provider Organisation | 04, Staff | 05. Provider Services | User Defined Fields 01 Basic Detais L‘:ks o
(U1, Basic Details “I| compants
[ Pravider Name [Pumble Bee Nursery Income
Entity Type 5 J:nbk ;/at:am:les
Provider ID 50007 Base URN R:Z:H cer
Provider Entity Bumble Bee Nursery [E petai W3 Contact Log
Email test@madeupsite.com = .
Opening Date 01/01/2001 -
Parent Provider L X
3. Click the Job Vacancies link on the Links panel to display the Job Vacancies page.
R
E Save
_| 01. Job Vacancies -
‘01‘ Job Vacancies
StartDate JobTitle Localty Area Status & Add
Edit
Remove
Viewing Job Vacancies for a Service
1.

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

2. Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.
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E gLilh
B Save []DataPanels ¥ Alerts _ﬂ(Sq\ Mail Merge 75 UDF Manager
, || vinks
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisior ~ |
Availability and Capacity
01, Service Provision Details ™ ~l|  communication Log
Service Name = = Complaints
Job Vacancies
Service Type Chigminder . Service ID 278 T Wontoring
Description Service Charges
FID Type ECD - Authority-wide x L4
Provider Name s ommn Ghildeare [[] Detai
CRB Policy Same As Providers x
Address
Address 4 ot o, i, Bediord o x
Start Date 01/01/2015 - End Date -
Registered For Nursery + Previously Funded N
Education Grant/Fund
Offers Extended v
Childcare
Details of your 30 hours -
offer
Extended Offer Ceases
From
OFSTED Provision Childminder - Domestic Prem
Type
FISID Telephone Number 01234 238080
Fax Number 01234 854848
Email Address S e e CO.UK
‘Website www bl v co.uk
Other Information Mo Pets -

3. Click the Job Vacancies link on the Links panel to display the Job Vacancies page.

|B Save
0L Job Vacencies | 01 Job vacances +| 77
(01, Job Vacancies ™
StartDate Job Tile Localty Area Status o Add
Edit
Remove

Managing Links
Receiver bases, membership of national groups and representatives for a childcare provider can
be displayed and updated using the Links page.

Viewing Links for a Provider

1. Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

2. Highlight the required provider in the list and click the Open In New Window button to display
the Maintain Provider page.
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_‘P

[ save [1] New »Memo (5 SetACL []DataPanels ¥ Alerts (5T Sql Mail Merge /2 UDF Manager

[BEBZEEBERiE]| 02 Provider Contacts | 03. Provider Organisation | 04. Staff | 05. Provider Services | User Defined Fields |
01. Basic Details

Provider Name

Entity Type

Provider ID
Provider Entity
Address

Email

Website

Telephone
Opening Date
Clasure Reason
Closing Date
Insurer

Parent Provider

Premises Type

| Links
01 BasicDetals - 7
c Log
) Complaints
|Bumme Bee Nursery | Income
Job Vacancies
48 Revise
Links.
Wonitoring
Provider Census
50007 Base URN Reports
Bumble Bee Nursery X [E Detai V3 Contact Log
momwn o —— x E
test@madeupsite.com
, Fax romwn
01/01,/2001 -
- Creditor Reference 61234
Number
Q%

3. Click the Links link on the Links panel to display the Links page.

[ Save

-‘ 02. Membership | 03. Representative Details |

ﬁl

01. Receivers -

{01, Receivers

Receiver Name

55 Add

Remove

(02 Membership

Group's Name:

i Add

Remove

(U5, Representative Details

Partnership
Dsitrict Forum

Link Group

Q X
q x

Q x ¢

@ & @

Selecting a new Receiver for a Provider

Open the Links page for a provider. For more information, see Viewing Links for a Provider on

1.
page 57.

2. On the Receivers panel, click the Add button to display the Base Enquiry dialog.
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r Base Enquiry | e— o —————— | — l—‘—‘ | El Iﬂ—hj
54 Search [E] Collapse =
Base Enquiry
Mame
Base Type . Active W
Base Selection All AsEessment Stages « School Mo,
URM
o Select All Select [F] Mew Delete Open Open In New Window Mext Previous

Enter one or more search criteria and click the Search button:

a. Afull or partial base Name.

b. Select a Base Type.

c. Select an option from the Base Selection drop-down.

d. A full or partial School No.

e. A full or partial URN.

Highlight the required base in the results list and click the Select button.
Alternatively, click the New button to record a new base.

Click the Save button.

Updating Memberships for a Provider

Membership of national groups is displayed on the Membership panel. A new membership can
be added or an existing membership can be removed.

Open the Links page for a provider. For more information, see Viewing Links for a Provider on
page 57.

02.

Group's Name ‘1‘.‘r‘Add
‘West Bedford Group Remov ve

To add a new membership:

. On the Membership panel, click the Add button to display the National Members Enquiry
dialog.

If required, enter a full or partial Name.
Click the Search button to display a list of national groups.
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Tu| Mational Members Enguiry uﬂlﬂ

34 Search [E] Collapse ~

1. Group Member
MName

o Select [[] Mew 9€ Delete [ Open In New Window

Name

ford Group

= oodane

- ‘ord
Consortium
Sroup 1

4| 1 | ¥

(1) 6 Records Found

Highlight the required group in the results list and click the Select button.

5. Alternatively, click the New button to record a new group.

Click the Save button.

Removing a Membership

To remove a membership:

On the Membership panel, highlight the required group.

Click the Remove button to display the confirmation message:
Do you really want to remove the selected record?

Click the Yes button.

Click the Save button.

Updating Representatives for a Provider

Representatives on particular groups and forums are displayed on the Representative Details
panel. A new representative can be selected, or an existing representative can be removed.

Open the Links panel for a provider. For more information, see Viewing Links for a Provider on
page 57.

Select the Representative Details panel.

_ Managing Early Years Providers Handbook



Managing Provider and Service Details

03, Representative Details |

-
Partnership ax 8
Dsitrict Forum Q, B
Link Group Q, = B

3. To select a new Partnership, District Forum or Link Group representative:

a. Click the browse button to display the Person Enquiry dialog.
£8 Person Enquiry l_lﬂlé,l

34 Search (B Collapse = &5 Clear

( Person Enquiry

Mame

‘Sounds Like' Search Include Mame History 3
Gender Not Specified - Date of Birth -

Person ID Mational Health Service
Mumber

PR v Deceased Not Specified -

Postcode Age Range Not Specified -
Base MName Q X
Role Q X

Select [B] New Open Mext Previous

b. Enter search criteria and click the Search button to display a list of people who match the
criteria.

c. Select the required person and click the Select button.
Alternatively, click the New button to record a new person.
d. Click the Save button.
4. Toremove a representative:
a. Click the Clear button.
b. Click the Save button.

Managing Monitoring

Monitoring information for a childcare provider or service can be recorded.

Adding Monitoring Details

1. Open the Monitoring page for a provider or a service. For more information, see Viewing
Monitoring Information for a Provider on page 63 or Viewing Monitoring Information for a Service

on page 63.
2. Click the New button to display the Monitoring Details page.
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[ Save [H] Mew ¥ Alerts 25 UDF Manager
01. Monitering Details | 02. Menitaring Outcomes | 03. Future Improvements | 04, Actions | User Defined Fields 01. Monitering Detail: -
01. Monitoring Details .
Monitoring Type -
Monitoring Date - Monitering Time 00:00 =
Monitering Duration g 1 Day(s) 00:00 [ Hr(s}-Min(s)
Monitoring Outcome -
Monitoring Officer L X 8
Date of Next Monitoring - Date Report Recorded -
Action Plan Deadline - Certificate No.
& Monitorina Memo
(62‘ Monitoring Outcomes ™,
Compulsory Child Care Voluntary Child Care
Register Met Register Met
n A
Monitoring Description Monitoring Memo e Add 3
Qutcome
X Remove
rl'.l:’o‘ Future Improvements -
Improvement Details .1‘} Add
>( Remove
(04, Actions ™
4 Add
Action Action By Compulsory Voluntary Completed Completed By Memo r
>{ Remove

On the Monitoring Details panel, select a Monitoring Type (Lookup Table ID: 0426) and enter
a Monitoring Date.

If required, enter a Monitoring Ref., Monitoring Time and Monitoring Duration.
If required, select a Monitoring Outcome from the drop-down (Lookup Table ID: 0425).

If required, click the browse to display the Select Monitoring Officer dialog. Select the required
person and click the OK button.

If required, enter the Date of Next Meeting, Date Report Recorded and Action Plan Deadline
date.

If required, enter Certificate No.
If required, click the Monitoring Memo button to record a memo.
If required, enter details on the Monitoring Outcomes panel as follows:
a. Select the Compulsory Childcare Register Met check box to display a tick.
b. If required, select the Voluntary Childcare Register Met check box to display a tick.
c. If required, add a new Monitoring Description as follows:
i. Click the Add button to display the Monitoring Description Chooser dialog.
ii. Click the Search button to display a list of descriptions.
iii. Select the required description and click the Select button.

If required, click the Add button on the Future Improvements panel and enter Improvement
Details.
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If required, click the Add button on the Actions panel and enter a new action. Select the Action
By or Completed By and select one or more check boxes.

Click the Save button.

Viewing Monitoring Information for a Provider

Search for a provider via Focus | Early Years | Search for a Provider. For more information,
see Searching for a Provider on page 9.

Highlight the required provider or service in the list and click the Open In New Window button
to display the Maintain Provider page.

5| [4¥ Links
[ save [ New »Memo () SetACL [[]DataPanels ¥ Alerts (] Sql Mail Merge F25 UDF Manager
Links
01, Basic Details | 02. Provider Contacts ‘ 03. Provider Organisation ‘ua. Staff ‘ 05. Pravider SEN\(ES‘ User Defined Fields 01. Basic Detais - N .
09

(‘”‘ E— i Complaints

Provider Mame 'Bumble Bee Nursery ‘ Income:

Entity Type 2o e 5 Job Vacancies.

o % Revise Links
. Monitoring
Provider Census

Provider ID 50007 Base URN Reparts

Provider Entity Bumble Bee Nursery [ Detai V3 Contact Log
Address o = -

Email test@madeupsite.com

‘Website

Telephone Fax P T

Opening Date 01012001 -

Closure Reason

Closing Date - Creditor Reference  G1234

Number

Insurer

Parent Provider L X

Premises Type

Click the Monitoring link on the Links panel to display the Monitoring Summary page with a
list of monitoring records for the provider.

®

44 Search [B] Collapse -

Monitoring Search
Monitering Ref.

Monitering Type

Monitoring Date - Monitoring Outcome

[B New 9¢ Delete [] Open 4} Next 40 Previous

Monitoring Ref.  Monitoring Date  Monitoring Type  Date of Next Monitoring  Monitoring Officer  Monitoring Outcome
H 07/04/2015 Health & Safety 28/04/2015

Viewing Monitoring Information for a Service

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.
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E gLilh
B Save []DataPanels ¥ Alerts _ﬂ(Sq\ Mail Merge 75 UDF Manager
, || vinks
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisior /7
Availability and Capacity
01, Service Provision Details ™ ~l|  communication Log
Service Name = = Complaints
Job Vacancies
Service Type Chigminder . Service ID 278 T Wontoring
Description Service Charges
FID Type ECD - Authority-wide x L4
Provider Name s ommn Ghildeare # [E] petai
CRB Policy Same As Providers x
Address
Address 4 ot o, i, Bediord o x
Start Date 01/01/2015 - End Date -
Registered For Nursery + Previously Funded N
Education Grant/Fund
Offers Extended v
Childcare
Details of your 30 hours -
offer
Extended Offer Ceases
From
OFSTED Provision Childminder - Domestic Prem
Type
FISID Telephone Number 01234 238080
Fax Number 01234 854848
Email Address S e e CO.UK
‘Website www bl v co.uk
Other Information Mo Pets -

3. Click the Monitoring link on the Links panel to display the Monitoring Summary page with a
list of monitoring records for the service.

x|

34 Search @Cullapsa -
nitoring Search
Monitoring Ref.

Monitoring Type

Monitoring Date -

5 New
Monitering Ref.  Monitering Date  Menitering Type  Date of Next Menttoring  Monitoring Officer  Menitoring Outcome
H 07/04/2015 Health & Safety 28/04/2015

Monitoring Qutcome -

Delete Open Mext Previous

Viewing Provider Census Details

The Provider Census page enables you to view historical details regarding the Early Years
Census.

The Early Years Census can be modified by a provider using the Self Update portal or by the LA
in the v4 Client via Early Years | Census Return.

Additional Resources

The Early Years Census Return reference guide and the One Early Years Self Update Provider Portal
handbook are available on the One Publications website and on My Account.

The v4 Client help file provides information regarding producing the Early Years Census return.
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Viewing Historical Provider Census Details

Search for a provider via Focus | Early Years | Search for Provider. For more information, see
Searching for a Provider on page 9.

Highlight the required provider in the list and click the Open In New Window button to display
the Maintain Provider page.

Links
[ save [[] New ¢ Memo [[]DataPanels ¥ Alerts (57 Sql Mail Merge 25 UDF Manager
Link:
[GENEEEEBEEE) | 02. Provider Contacts | 03, Provider Organisation | 04. Staff | 05. Provider Services | User Defined Fields | 01 BasicDetals  + 7 ‘: : Log
01. Basic Details JE Complaints
Provider Name [E_ESTAB_[9655647] Income
Job Vacancies
Links
Entity T = =
i Tiee onores
Provider Census

Provider ID 50163 Base URN 555648 3

Provider Entity EV_ESTAB_[9555647] @ petai

Linked Base EV_ESTAB_[9555647] @ petai

Address 15 Baxter Lane, Normant, Alphaten, Si...

Email 9555647 @test. com

Website

Telephane 5658 =

Opening Date 0110412015 -

Closure Reason

Closing Date - Creditor Reference

Humber

Insurer

Parent Provider QX

Premises Type

Click the Provider Census link in the Links panel to display the Provider Census page.
Save
_| 02, Other Information 01. Basic Detalls - -';7

01. Basic Defails

“ear Contact Contact Position Number of 2 year olds  Number of 3 year olds  Number of 4 year olds  Use Staff Summary Totals  Total teacher staff at establis|
2016 | Manager No

Managing Availability and Capacity for a Service
The dates and times that a service is available, the age ranges catered for, the capacity for
specific age ranges and vacancies at the service can be recorded.

Adding Opening Dates and Times

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.

Managing Early Years Providers Handbook -



Managing Provider and Service Details

B Save []DataPanels ¥ Alerts ﬂ' Sql Mail Merge UDF Manager
-~ || Links
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisior /7
Availabilty and Capacity
01. Service Provision Details . [~ Co n Log
| Service Name —— Complaints
Job Vacancies
Service Type Chigminder . Service ID 278 T Wontoring
Description Service Charges
FID Type ECD ~ Authority-wide x L4
Provider Name s Ghil deare X [ oei
CRB Policy Same As Providers x
Address
Address 44 bovsitl Besiseny, Betiel, Bediord o X
Start Date 01/0112015 - End Date -
Registered For Nursery |of Previously Funded o
Education GrantiFund
Offers Extended v
Childcare
Details of your 30 hours [«]
offer
Extended Offer Ceases
From
OFSTED Provision Childminder - Domestic Prem -
Type
FISID Telephone Number 01234 838080
Fax Number 01234 854848
Email Address SwErE . e e C0.UK
Website wevrw sl o 0.k
Other Information Mo Pets E

3. Click the Availability and Capacity link on the Links panel to display the Availability and
Capacity details page.

_

ESEVE ? Memo UDF Manager

[ GperingDate i Times 02 Availability | 03. Age Range Details | 04. Capacity Detals | 05. Vacancy Information | 01. Opening Dates + + 7

-

01. Opening Dates + Times

Description  Start Date  End Date &5 Add

I Cm Edit
Remove
Clone

4. Click the Add button on the Opening Dates + Times panel to display the Opening Dates +
Times Details page.
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.| Opening Dates+Times Details S — (] B
[ save
_l 02, Opening Times | 03, Opening Times Exceptions | 04, Memo Details | 01. Opening Dates  » ;,'7
01. Opening Dates n -
[ Description ' |
Start Date - End Date -
'5. Opening Times B
Weekday Start Time End Time Duration Capacity WVacant Filled Description '-:_ll-' Add
Edit
[
Remove

m

< m | »
'5. Opening Times Exceptions B
Weekday Start Time End Time Duration StartDate End Date Capacity Wacant Filed Is Open Description '-:_,'-' Add
Edit
Remove

On the Opening Dates panel, enter a Description.
Select a Start Date.
If required, select an End Date.

On the Opening Times panel, click the Add button to display the Opening Times Details
dialog.

s | Opening Times Details S e— —— E@g
[ Save
_| Opening Times - ;,7
Opening Times
Weekday i Start Time
End Time Dwration
Capacity Vacant
Filled
Description

Select a Weekday from the drop-down list.

Enter a Start Time and End Time (hhmm format).

Enter a Capacity.

If required, enter the number of Vacant places and a Description.
Click the Save button.

If required, enter the details of exceptions to the normal opening times on the Opening Times
Exceptions panel as follows:

a. Click the Add button to display the Opening Times Details dialog.
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b. Select a Weekday and enter the Start Time, End Time and Capacity.

c. Enter the number of Vacant places and a description.

If required, enter a memo on the Memo Details panel.

Click the Save button.

Adding Availability

Search for a service provision via Focus | Early Years | Search Service Provision. For more

information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display

the Maintain Service Provision page.

Click the Availability and Capacity link on the Links panel to display the Availability and

Capacity details page.
Select the Availability tab.

[ Save £ Memo £24 UDF Manager
01. Opening Dates + Times | H2NAVANBBIY | 03. Age Range Detsils | 04. Capacity Details

El

05. Vacancy Information

02. Availability

+

'/62. Availability

‘No Weeks Open I:I

Times
Other Hours
Availability

Funded Places
Availability

When is Service

N Internal Code Description External Code Active
Available

n

& Add

Remove

If required, enter the following information:

a. Enter the number of weeks that the service is open during the year in the No Weeks Open

field.

b. Enter free text in the Times, Other Hours, Availability and Funded Places Availability

fields.

c. Click the Add button to display the Lookup Codes - When is Service Available? dialog.

Managing Early Years Providers Handbook



Managing Provider and Service Details

€] Lookup Codes - When i service available? #8——————————— (|l S

o Select All « Select
Internal Code  Drescription External Code Active
ALL AllYear ALL Yes
BAN Bank Holidays BAN “es
EVE Evenings EVE es
FUL Full Time FUL Yes
HAL Half Term HAL es
INS Inzet Days INS es
LUN Lunch Club LUN Yes
OWN Overnight OWN Yes
PAR Part Time PAR es
SCH School Holidays SCH es
TER Term Time TER Yes
| WKD Weekends WKD es

[ save [5 New

Lookup Code | Lookup Code -

Internal Code

Description

Active

d. Highlight one or more codes and click the Select button.
Click the Save button.

Adding Details of Age Ranges for the Service

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.

Click the Availability and Capacity link on the Links panel to display the Availability and
Capacity details page.

Select the Age Range Details tab.
_

I Save <> Memo UDF Manager

01. Opening Dates + Times | 02, Availability |_| 04, Capacity Details | 05. Vacancy Information | 03. Age Range Detai - )_-4,7
————————
03. Age Range Details =
‘Mln Age Years I:I Min Age Months
Max Age Years Max Age Months
2 Year Old Funding b 4 3 Year Old Funding b 4
4 Year Old Funding b 4 Children Overg b 4

Suitable Age Range
Details

If required, enter the following information:

a. Enter the minimum age in years and months.

b. Enter the maximum age in years and months.

c. Select one or more of the check boxes to display a tick:
¢ 2 Year Old Funding
+ 3 Year Old Funding
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4 Year Old Funding

Children Over 8.
d. Enter Suitable Age Range Details.
Click the Save button.

Adding Capacity Details for the Service

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.

Click the Availability and Capacity link on the Links panel to display the Availability and
Capacity details page.

Select the Capacity Details tab.

04, Capacity Details

Capacity Date 01/08/2005 - Vacancy Date -
Waiting List Date 01/01/2006 -
Age Range Heading Age From AgeTo Capacity Vacancies Waiting List '-L:-' Add

i3 3 3 10 3 i Edit
4 4 4 10

Remove

Click the Add button to display the Capacity Details dialog.

e

. Capacity Details — | ]
|E|Sa\re

Capacity Details

[ Select Age i Q x

Capacity Vacancies

‘Waiting List

Click the browse button to display the Age Range Enquiry dialog.

.| Age Range Enquiry e

34 Search @Collapse -

Age Range

Age Range Heading

Age From AgeTo

Select D MNew Delete

If required, enter search criteria.

Click the Search button to display a list of age ranges.
Highlight the required age range and click the Select button.
Enter the Capacity for the selected age range.

If required, enter the number of Vacancies and the number on the Waiting List for this age
range.

Click the Save button.
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Adding Vacancy Information for the Service

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.

Click the Availability and Capacity link on the Links panel to display the Availability and
Capacity details page.

Select the Vacancy Information tab.

05. Vacancy Information

'Contactfor\-"acancies R Immediate Vacancies 3

Contact Method for
Updating Vacancies

- Waiting List v

Vacancy Other -
Information

If required, enter the following information:

a. If the service can be contacted to get vacancy information, select the Contact for Vacancies
check box to display a tick.

b. If there are immediate vacancies, select the Immediate Vacancies check box to display a
tick.

c. Select a Contact Method for Updating Vacancies.

d. If there is a waiting list, select the Waiting List check box to display a tick.
e. Enter Vacancy Other Information.

Click the Save button.

Viewing Availability and Capacity for a Service

Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display
the Maintain Service Provision page.
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B Save []DataPanels ¥ Alerts _ﬂ(Sq\ Mail Merge 75 UDF Manager

© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary |

01. Service Provisior

01. Service Provision Details

n

["service Name ‘ =
Service Type Childminder
Description
FID Type ECD

Provider Name e o Childeare

. Service ID

Authority-wide

Registered For Nursery |
Education GrantiFund

Offers Extended v
Childcare

Details of your 30 hours
offer

Extended Offer Ceases

From

OFSTED Provision Childminder - Domestic Prem
Type

FISID

Fax Number 01234 854848

Email Address Swswr . el mein c0.uk

Website wiww, sl co.uk
Other Information Mo Pets

CRB Policy Same As Providers
Address

Address M sysilbs B, e, Bedford

Start Date 01/01/2015 - End Date

Previously Funded

Telephone Number

278
x
[ Detai
x
o X
v

01234 838080

V4

m

Links

Links
Avallabiity and Capacity
Communication Log
Complaints
Job Vacancies
Wonitoring
Service Charges

3. Click the Availability and Capacity link on the Links panel to display the Availability and

Capacity details page.

B Save ¢ Memo 2 UDF Manager

_‘ 02. Availability | 03. Age Range Details | 04. Capacity Details | 05. Vacancy Information

01. Opening Dates + +

|

7
&

01. Opening Dates + Times

o~

Description Start Date  End Date

& Add
Edit
Remove

Clone

= Opening Dates and Times

Availability
= Age Range Details

Capacity Details

Vacancy Information.

Managing Service Charges

Service charges for each age range and costs details for a service can be recorded.

Adding Service Charges and Cost Details

1. Search for a service provision via Focus | Early Years | Search Service Provision. For more
information, see Searching for a Service Provision on page 42.

the Maintain Service Provision page.

Select the required tab to view the following information for the service:

Highlight the required service in the list and click the Open In New Window button to display
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B Save []DataPanels ¥ Alerts @Sq\ Mail Merge UDF Manager
-~ || Links
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisior /7
Availabilty and Capacity
01. Service Provision Details N [~ Co n Log
Service Name [ Complaints
Job Vacancies

Service Type Chigminder . Service ID 278 T Wontoring
Description Service Charges
FID Type ECD ~ Authority-wide x B |

Provider Name s Ghil deare X [ oei

CRB Policy Same As Providers x

Address

Address 44 bovsitl Besiseny, Betiel, Bediord o X

Start Date 01/0112015 - End Date -

Registered For Nursery |of Previously Funded o

Education GrantiFund

Offers Extended v

Childcare

Details of your 30 hours [«]

offer

Extended Offer Ceases

From

OFSTED Provision Childminder - Domestic Prem -

Type

FISID Telephone Number 01234 838080

Fax Number 01234 854848

Email Address SwErE . e e C0.UK

Website wevrw sl o 0.k

Other Information Mo Pets E

3. Click the Service Charges link on the Links panel to display the Service Cost Details page.

|E Save
_| 02. Cost Details | 01, Service Charges = 7
—
(01. Service Charges -
AgeRange PerHour PerSession PerDay PerWeek Per Term o Add
.| Edit
Remove
(02. Cost Details )
Contact Servicefor % Sibling Discount *
Costs
Other Cost Information [+]
Reduction Infarmation 5]
o~
B
»

4. Click the Add button on the Service Charges panel to display the Service Charges Details
page.
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| Service Changes Dietails —————— L.._.| @
E Save
_| 01. Service Charges ~ ¥
01. Service Charges
'.ﬂge Range L >(
Per Hour 0.00 Per Session 0.00
Per Day 0.00 Per Week 0.00
Per Term 0.00

Service charges can be recorded for each Age Range as follows:

a. Click the browse button to display the Age Range Enquiry dialog.

I ————8 -

| Age Range Enguiry

34 Search @Collapse -

Age Range

Age Range Heading

Age From AgeTo

,

Select |:| MNew Delete

b. Search for and select the required Age Range.
c. Enter the service charges for the selected age range.
d. Click the Save button.

If required, enter details on the Cost Details panel as follows:

a. If the service can be contacted for cost information, select the Contact Service for Costs

check box to display a tick.

b. If the service offers a sibling discount, select the Sibling Discount check box to display a

tick.
c. If required, enter Other Cost Information.
d. If required, enter a Reduction Information memo.
Click the Save button.

Viewing Service Charges and Cost Details

Search for a service provision via Focus | Early Years | Search Service Provision. For more

information, see Searching for a Service Provision on page 42.

Highlight the required service in the list and click the Open In New Window button to display

the Maintain Service Provision page.
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Website i e g CO.uk

Other Infarmation No Pets

5|
=

Links
© [FIISENiePravision Detil | 02. Registrstion History | 03. Consent to Sh... | 04. Service Public Contact | 05. Sewvice Private Contacts | 06. Vocsbulary | 01. Service Provisier ~
Avallabiity and Capacity
(01, Service Provision Details I Log
Service Name - Complaints
Job Vacancies

Service Type Childminder .| Service ID 278 T Montoring
Description Service Charges
FID Type ECD ~ Authority-wide x

Provider Name s L Childeare X [ petai

‘CRB Policy Same As Providers x

Address

Address 44 bovsitl Besiseny, Betiel, Bediord o X

Start Date 0100112015 - End Date -

Registered For Nursery | Previously Funded

Education GrantiFund

Offers Extended V]

Childcare

Details of your 30 hours [«]

offer

Extended Offer Ceases

From

OFSTED Provision Childminder - Domestic Prem -

Type

FISID Telephone Number 01234 838080

Fax Number 01234 854848

Email Address Swwer. rerewri o CO.UK

[FRSEREREREIGEE | o2. Cost Detals |

3. Click the Service Charges link on the Links panel to display the Service Cost Details page.

|B Save

01. Service Charges « j
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AgeRange PerHour PerSession PerDay PerWeek Per Term o Add
.| Edit
Remove
(02. Cost Details ™
Contact Servicefor % Sibling Discount *
Costs
Other Cost Information [+]
Reduction Infarmation 5]
o~
B
»
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04 I Ofsted Data Import

Ofsted data can be imported daily into the One database.

Note: The Ofsted import and Window Scheduled task (used to schedule the time for the data import), is
configured by One Technical support or see The FID/Ofsted Import Technical guide that provides
information on configuring the import.

When Ofsted data is imported, the One system looks for an existing Ofsted record with a
matching Ofsted Reference Number. If a match is found a link is made between the existing
Provider record and the Ofsted record. The imported Ofsted data is held separately from and
does not update the existing Provider record.

Any changes, deletions, or additions to the Ofsted data since the last import are added to the
audit log.

The audit log can be accessed via the Audit Details screen. An alert can also be setup to notify
specific users of any changes, so they can update the Provider details in One.

Setup and Activate Audit Log Alert

When the audit log is updated, an alert can be raised to inform individuals or groups by a

Workflow message or email. If no alert is set, the workflow message can be accessed on the
Audit Trail screen.

An alert already exists on the system. You need to identify who it is to be sent to and activate it.
Select Tools | Administration | Alert Definition. This displays the Maintain Alert screen.

In the description field enter Ofsted Registration and click search.

Select the Audit Log displayed and click Open In New Window.

&4 Search [E] Collapse ~

‘Alert Enquiry 1

Description ofsted registration
Alert Type
Trigger Alert Table

| SQL Alert Context

o Select [ New Open In New Window {8} Action ~

Trigger Alert Table  SQL Alert Context  Description Reason Active  Predefined

Audit Log Ofsted Regisiration Change To alert changes to an Ofsted Registration False  False

it Definiton [Audit Log - TRG_ALERT.OFSTED CHANGE] |

|:1 Save D New ‘ 8 Deactivate 7 Delete
& © [{AlerDefinttion] | 2. Trigger Alert | 3. 5QL Alert | 4. Scheduled Alert | 5. Recipient List | 6. Action | 7. View Trigger SQL

(1. Alert Definition i

Alert Definition 1D B035f35d-1c4b-422c-925b-8eec12514e15

Alert Type Trigger

Reason for Alert iTo alert changes to an Ofsted Registration

Description Ofsted RegistraionChange

Active v Predefined X

The Alert Definition screen opens. In the Alert Definition panel, it shows the entries in the
template. The Active field will initially display an X but changes to a tick to show it is active after
the alert has been activated.
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To select users, scroll down to the Recipient List panel, click Add Users and select the Users
you want to be notified of when a change is imported.

||B Save [ Mew | 8k Activate 9% Delete

© 1. Alert Definition | 2. Trigger Alert | 3. SQL Alert | 4. Scheduled Alert | [SIRGGipienEList] | 6. Action | S Recpientlist  +
(‘6. Recipient List !
[ Type Name Description Email Address Email Popup Workflow Portal Mes: LL:_I Add Users
4 ANDREA Andrea publications1@onetestzmtp.co.uk |.:_:.| Add Portal Users
55 Add Groups
54 Add People
54 Add Bases
51 Add Posts
5.5 Add By Query
54 Add Email
< 5 Remove

Next, click in the box under Workflow to change it from an X to a tick.
Click Save. This generates the Activate alert message as shown below.
Select Yes to Activate the Alert.

|E Save [ New | {8 Activate 3¢ Delete

[DRISHBERRGEN]| 2. Tigger Alert | 3.50L Alert | 4. Scheduled Alert | 5. Recipient List | 6. Action

Activate alert?

Do you want to activate the alert?

Yes

1=
o

Note: Once the Alert is activated, if a change to the alert is required, for example, to add additional users
or form of notification, then the alert will need to be Deactivated by selecting Deactivate on the menu.
The Alert must be re-activated once all change has been made.

With the Alert now activated, when Ofsted data is imported users will receive a workflow
message on their homepage.

Ofsted Registration Workflow Messages

Ofsted Registration messages display in the Workflow message panel on Users homepage.

(5} Refresh € Deactivate 3% Search
Subject Task Due Assigned By Post Assigned On Message
COwerdue
O % Invear Base_C... 2500972020 SystemAdminist... 2510972020 Report request faied. Error exporling generated report - Missing parameter values.
Mot Due
[W (i0fsted Registrat... 29010/2020 System Administ.... 221072020 Ofsted Registration :
[[] 3 Bisted Registrat... 28102020 SystemAdminist... 221072020 Ofsted Registration ©
[ 1 Ofsted Registrat._.. 250M0/2020 SystemAdminist... 2211072020 Ofsted Registration ©
H| % Ofsted Registrat . 29410/2020 SystemAdminist... 221072020 Ofsted Registration ©

The message column indicates which provider the change relates to. The user needs to open
each message to view a list of changes and then manually make those changes to the existing
Provider details. To view the details of the change, select a Workflow message to open the
Audit Details screen listing the changes made for that provider, or the details of a new provider.
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(=) Print.
Ofsted Registration : 2569113 - Rising Stars Wrap Around Clubs Limited

Added by KARENO on 22/10/2020 15:37:12

Sr. No. List of Changes
1 Name
[Rising Stars Wrap Around Clubs Limited
|Address Line 1
[Units 2-4 Weston Barns
|Address Line 2
[Hitchin Road
£ Town
[@esten
5 [County
[Hertfordshire
6 Post Code
|SG4 TAY
7 Unique Postcode Reference Number
0

=]

]

8 Telephone Number

01462790152
19 Mobile Number

07974256207
10 Unique Postcode Reference Number
11 5. Registration Status History

+ RegStatus
o Status

PROP

¢ Change Date
11/11/2018

+ RegStatus

o Status
ACTV

¢ Change Date
is/12/2018

New Provider

If a new provider is imported, a new record needs to be created, using the information in the
Audit Detail. To create a new Provider, see Adding A new provider.

Alternatively,
Select Focus | Early Years | Search for Ofsted Details

From the Audit Detail, enter the Provider name, Post code or Ofsted ref. number and click
search.

In the search result the Provider displays with a status of Unmatched.
Select the Provider and click Add Unmatched.

The Maintain Service Provision screen opens with the fields populated with the imported data
for the Provider. However, the information can appear in the incorrect fields and will require a lot
of admin work. For example, the Provider can be shown as a Base. The Registration History
record will also display the word Dummy in the Registration Type and Area field as shown in
graphic below. The word Dummy must be removed.

Y Save (;) SetACL []DataPanels ¥ Alerts &7 Sql Mail Merge % UDF Manager
@ 01. Senvice Provision Details _ 03. Consent to Sh.. | 04. Service Public Contact | 05. Service Private Contacts | 06. Voca
(02, Registration History

Registration Details Initial Contact Date  StartDate  End Date Registration Type Area Local s Add
26/01/2009 Ofsted import (Dummy) _Ofsted import (Dummy) _ Ofst:FRS

92 Remove
@ OFSTED Information
% Ofsted Registered Person

Due to the additional admin work required, it is recommended to create a new provider record
instead of using this method.
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Search Ofsted Data

There is the ability to search for Ofsted date to see all imported records
1. Select Focus | Early Years |search Ofsted data
2. Click the Search icon.

34 Search 2] Collapse -

("Search for Ofsted

( Provider Mame

Provider Postcode Reqgistration Status

Matched | - Reference Mumber

(‘Search for Provider  [Unmatched F

Service Type .:__{_ x

Open In New Window Add Unmatched

This displays a list of provider records that have been imported. Changed records display on My
Workflow screen or in the Audit Trail where the details of the change can be viewed. Providers
not matched to an Ofsted Reference number have an Unmatched status. This probably means
that either they are a new provider and require a record to be created for them, or the Ofsted
details haven’t been linked to an existing Service Provision in the Regqistration History. To add
the unmatched record, see New Provider.

Audit trail

If an Alert is not activated, Users will not be notified when there is a change in the Imported
data. This will require Users to check the Audit trail daily, to see the list of Providers imported
with a change as follow:

1. Select Tools| Audit Trail | Audit Trail
2. In Full Form Title field, enter Ofsted.

Click the Search icon.

The search result will return a list of Providers, similar to the Workflow screen on the homepage.

# Search [E] Collapse =

[Audkt Enquiry
Revision By mEXE
RevisianFrom 181072020 - To 220102020 -
Family Name

Given Name

Full Form Tine

Main Form I3

Insented o Updated o
Dailated v Viewed v
Printed v Exported v

[ Open ) Open In New Window & Mest < Previous 48] Export to Excel

Drag a column here to group by this calumn

Audit Type Revision By Revision Date Family Name Given Name Full Form Title Main Farm ID Sub Form 1D

Cantains: 7 [Cantains:  [Equals 7 |Cantains: T [Gontains: T [Contains: 7 [Cantains: 7 [Contains: v
Inserted SYSADMIN 2211072020 15:45:18 g8 (Subject | s5cazest7ecaamr-z02 23551, Tecd-ATTT. 802

Inserted SYSADMIN 221072020 15:45:18 Waorkflow M ibyect: .. | S90dT16F.3d28-45b7-a X 421cTEEbd e | 59047164-3d28-4567-a320-10421c765bde.

Inserted SYSADMIN 221072020 154518 Workflow Message (Subject: Ofsted Registration C... | 22M0ct4-T5ch-4301-bied-5%cd0c011ad 22M0cIETEch- 4311 -bEed-6MScd0cl 1fad

4. To view the details, click on the Workflow Message for a Provider. The Audit Details screen
displays all changes made.
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05 I Glossary of Terms

FID

The One Early Years Family Information Directory (FID) provides a directory of childcare
information, facilities and publications.

FISID

FISID is the identity of the local Family Information Service, providing information on services
available to parents and carers.

Payment Band

Payment bands can be associated to a provider or a service and enable you to filter the list of
funded providers or services displayed.

Stretched Offer

Stretched Offer funding enables parents and carers to take fewer free hours per week over more
weeks of the year.

Extended Childcare

Some parents of 3 and 4 year-old children qualify for an additional 15 hours of free childcare in
addition to the universal entitlement. Extended Childcare is the additional free childcare that is
offered by some providers to parents who qualify.
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