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Defining and Maintaining Early Years Provisions
Schools with a dedicated Nursery, that offer early years care, must offer parents of three to four year olds the choice of varying nursery hours on any day of the week.

Parents are now entitled to receive 15 hours of free nursery provision per week, which can be taken over a minimum of three days.  They can choose to take as much or as little of the 15 hours and use their entitlement at more than one nursery provider.

Attendance setup includes the facility to define Early Years Provisions, from which Early Years Attendance patterns can be created for applicants and pupils.  This will enable the calculation of Hours at Setting for nursery age pupils for School Census purposes.  Unfortunately, at present this pattern will not feed through into the Attendance Module but there are plans for this at a later date.
Define Provision Types

A pupil can only have one provision type per day, therefore the provision types must be defined accordingly.  If provision times overlap sessions, a decision as to which session to map must be made, e.g. should a 9.00 a.m. to 2.00 p.m. provision be mapped to an AM or All Day category.
Four predefined Nursery Care Provision Type lookups are available for selection when defining or editing an early years provision:

· Provision 1

· Provision 2

· Provision 3

· No Provision

These Provision Type lookups can be edited or deleted, for example, you may wish to change Provision 1 to Provision 9-12 a.m.
When defining an Early Years Provision, the time each day that nursery care provision is available and the date that it becomes effective must be specified.

1. Select Tools > Setups > Attendance Setup > Early Years Provisions Setup to display the Find Early Years Provisions browser.
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2. Click the New button to display the Early Years Provision Details page.
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3. Select the required Provision Type from the dropdown list e.g. Provision 1.  By default the selected Provision Type is displayed in the Description field.  This description can be edited to describe the nursery care provision more clearly e.g. Morning Nursery.

4. The Start Date is displayed as Today’s date.  If necessary, edit the date to indicate when the nursery care provision is to start or click the calendar button and select the required date.  At this point the end date can also be provided.
5. Select a Start Time and an End Time for the provision types from the respective drop-down lists e.g. 09.30 to 12.00.  Times are available in increments of 30 minutes.
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6. Click Save.

7. Continue to add the Provision details for PM nursery, All Day and No Provision.  When adding the provision for No Provision a Start and End time must be entered.  For the Start Time choose 00.00 and for the End Time choose 00.00.
Setting Up Early Years Attendance Patterns

Once the Early Years Provision Types have been created you are ready to setup the Early Years Attendance Patterns for Pupils.

8. Select Focus > Pupil > Pupil Details or click [image: image4.png]


 to open the Find Student Browse.  Choose N2 from the Year Group dropdown list and click Search to display all the Nursery age pupils.
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9. Double click the first pupil in the list or highlight and click open to display the Pupil Details page.

10. Click Hyperlink 2 Registration to display the Registration Panel.
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11. Select New next to the Early Years Attendance Patterns panel to display the Add/Edit Early Years Attendance Patterns dialog.
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12. By default the Start Date is displayed as Today’s date.  If necessary, edit the date to indicate when the Early Years Attendance Pattern is to start and enter an End Date if known.
13. Select each day’s Provision Type from the associated dropdown list.
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14. Click OK to return to the Registration Panel and click Save.
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Updating Hours at Setting in School Census

Once Early Years Attendance Patterns have been created for individual pupils the Hours at Setting can be calculated by a click of a button for School Census purposes.

15. Select Tools > Statutory Return Tools > Update Hours at Setting for 3 year olds to open the Update Hours at Setting for 3 year olds page.
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16. Click the Update Hours at Setting button (situated next to the Census Term) to automatically calculate and update the Hours at Setting.  Click Save.
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