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Purpose of this document 

This document provides guidance on how an early year’s provider within Sunderland can 

complete and submit a Disability Application Fund (DAF) application, using the Capita One 

Provider Portal. 

 

Overview 

The government has introduced a new funding measure for early year’s providers, the 

Disability Access Fund (DAF), to support children with disabilities.   

The Disability Access Fund (DAF) will help providers to make reasonable adjustments in their 

settings, either to support the individual child, or for the benefit of all children attending the 

setting. 

3 and 4 year olds will be eligible for the DAF if they meet the following criteria: 

• the child is in receipt of Disability Living Allowance (DLA) and; 

• the child attends an early years provider for the universal funded entitlement 

Please note:  Four year olds in primary and infant school reception classes are NOT eligible 

for DAF funding.  Children become eligible for free early education at different points in the 

year depending on when they turn 3.   

Entitlement 

Early year’s providers offering free early education places to children who are eligible for 

DAF funding will be entitled to receive a one-off payment of £615 per child each financial 

year and can only be received a second time, after the yearly anniversary of the first 

payment.  The DAF is not based on an hourly rate and is an additional payment. 

If the child attends more than one setting, the child's parents will choose which setting will 

receive the funding and this will be recorded on the parental DAF application and consent 

form (Appendix 3). 

If a child moves settings within the financial year the DAF payment does not move with the 

child. 

Identifying eligible children 

Early years providers are responsible for identifying eligible children.  Parents of children 

qualifying for Disability Living Allowance are required to provide documental evidence of 

this entitlement.  This is usually a benefits award letter from the DWP, sent to parents, 

naming the child for whom the benefit is paid.  Providers need to make an electronic copy of 

this evidence and submit it with the DAF application via the Provider Portal. 

Providers will also need to submit a copy of the parental DAF application/consent form, 

completed and signed by the parent.   
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DAF payments 

Once the completed application form and evidence have been submitted via the Provider 

Portal, the application will be processed and you should receive payment within 15 working 

days.  If you do not receive the funding within this period please contact the Early Years 

Team using any of the email addresses below: 

 

pamela.nield@togetherforchildren.org.uk 

claire.moses@togetherforchildren.org.uk 

judith.walker@togetherforchildren.org.uk 

paula.dunn@togetherforchildren.org.uk 

 

How to submit a DAF application using the Provider Portal 

Logging into the Provider Portal 

Enter your Provider Portal username and password into the login prompt at the below URL 

address. 

https://emsonline.sunderland.gov.uk/CCSProviderPortal_LIVE/Account/Account/Login 

 

If you have forgotten your username and/or password, then use the appropriate links below 

the login prompt and follow the instructions to gain access.  You will also need to answer 

your secret question. 

 

 
 

Homepage Navigation 

The Announcements page will be visible at every login, please read these carefully; select 

the Continue button to proceed to the Homepage. 
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Selecting your name in the top right of the window brings up a menu where you can change 

your own password or secret question, and log out securely. 

 

 
 

 

 

On initial login you may see several services available to you. Click on the service you want 

to have access to and you will be taken to the service’s page. 

 

 

 
 

Completing and submitting a DAF application 

 

Select the Disability Access Fund option   to go to the DAF Home Page.  Important 

advice on the DAF process will be provided on the DAF Home Page. 
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Any messages received in relation to a DAF application will appear in the My Messages 

section 

 

 

Select      to begin a DAF application 

If you are working across multiple 

Providers / Services, you will need to 

select the Service that you want the 

DAF Applicant to be linked to, by 

selecting the relevant item in the 

dropdown menu, then select   

to display the list of children 

 

 

 

If you are working at a single Provider/Service you will only see the list of children 

 

 

 

Select    next to the child you are submitting the DAF Application for.  Select    to 

display the application page.  Each child needs an individual application to be submitted. 
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Children who already have an approved DAF application or are NOT eligible by age will have 

their selection greyed out. 

 

If the child is missing from your cohort, then select the Add Child button 

 and enter the child’s record. 

 

 

Read this screen carefully, so you understand how to proceed with the application 

 

You can select   to search for the document you will be sending with this 

application or you can select the notification box that you will be sending the evidence by 

another secure method.  You need to provide both the completed and signed parental DAF 

application/consent form and the DLA confirmation letter 

 

Enter supporting details, including the name of the staff member at the provider who is 

submitting the application, in the text box before selecting    

 



 

Together for Children Sunderland (TfC) 

Check the details of the application you are submitting 

 

If you need to amend anything, select the Back button, otherwise to confirm the details are 

correct select the tick box 

 

Select     to send the application to the Early Years Team. 

 

You’ll then receive confirmation that the application has been submitted successfully. 

 
 

Select    

 

Any children you have submitted a DAF application for but are awaiting confirmation of the 

fund being approved/rejected, will show a status of Pending Application in the cohort of 

children list. 
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Once the Early Years Team has approved or rejected your application, you will receive an e-

mail prompting you to log into the Provider Portal and the outcome of the application will 

be shown in the messages area. 

 

 
 

 

 

Contact Details 

If you have any queries regarding the completion of the application process, please email 

Pamela.nield@togetherforchildren.org.uk or ring us on (0191) 561 5638 or (0191) 561 6650 

 


