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How to complete a Disability Access Fund (DAF) 

application on the Early Years portal 

On the Home page of your Early Years portal, click ‘Disability Access Fund’:- 

 

Click ‘Create new Disability Access Funding Application’:- 

 

Check that your own setting has been selected and click ‘Continue’. 
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A list of children registered at your setting will be displayed. To select the correct 

child, type their name or date of birth into the ‘Find a Child’ box. If the child is 

already registered at the setting, the child will be displayed. 

 

Click the selection to the left of the child and click ‘Continue’.  

The child should be on your headcount before applying for DAF; DAF will only  be 

payable to age eligible children accessing EEF and currently attending your 

setting.  

If the child is not age eligible for DAF the selection button will be greyed out. Exit 

the application using the ‘Cancel’ button at the bottom left of the screen. 

 

Click ‘Continue’.  

To upload the DLA Award Letter, click ‘Choose File’ and follow the onscreen 

prompts to locate and upload it. Documents are accepted in the following 

formats:- png, jpg, jpeg, pdf, doc, docx. and should be no larger than 1Mb. Make 

sure you include the front page of the letter, showing name and address of child 

and pages showing the period of award, which must be current.  
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If you intend to supply the evidence by email, tick the ‘I will provide DLA Award 

Letter by email’ box:- 

 

Email the DLA Award evidence as soon as possible to eeac@staffordshire.gov.uk 

quoting the application reference number. Please do not post copies to us.    

Next, enter supporting notes in the text box. This is a mandatory field. You must 

be as specific as possible about what you intend to use the fund for and explain 

how this will support the child in your setting. Failure to complete this section in 

full will result in delay or your application being declined. Then click ‘Continue’ at 

the bottom right of the screen. 

 

You will then see a summary screen to enable you to check all the details. Click the 

‘Back’ button to make any amendments. 

  

mailto:eeac@staffordshire.gov.uk


  

5 
 

Example of Summary screen with uploaded document:- 

 

When you have checked all details are correct tick the ‘I confirm the child named 

in this DAF application is currently in receipt of Early Education Funding at this 

setting and all the details provided by me are correct.’ box. Then click ‘Submit’. 

You will see a confirmation message including a unique reference number. This 

number should be quoted in all correspondence. Click ‘Finish’. 

 

You will receive an email confirmation of your submission and there will also be a 

message on your Portal account:- 

 

Allow up to 5 working days for the EEAC team to review your application. 
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 Reasons for Rejection of a DAF Application 

1. A DAF payment has already been made to a setting (including another 

provider) within the previous 12 months. 

2. The child is not age eligible. 

3. No DLA Award evidence is supplied on the portal or by email.  

4. Applications may be rejected if no specific details on spend are supplied. 

Providers must be as specific as possible on what the fund will be used for to 

support the child.  

DAF cannot be used for 121 care for children who already receive Early Years 

Inclusion Funding (SENIF). Settings may need to consider an alternative use for 

DAF in these cases.  

Please note, providers may be audited to ensure that funding has been spent in an 

appropriate and timely manner which matches the application; providers must 

keep receipts and proof of spend.  

5. The DLA Award has expired. The DLA Award needs to be current at the time of 

the application. 

 

Contact information 

In case of query contact the Early Education & Childcare team on 01785 278201, 

or email eeac@staffordshire.gov.uk  

For any enquiries regarding your Early Years Portal account, resetting passwords 

or payments contact Early Education Funding team on 01785 854009, or email 

eefportal@staffordshire.gov.uk 

For more details on DAF visit www.staffordshire.gov.uk/DAF 
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