
How to book and pay for your  
Southwark Early Years PVI training 

 
1 - Go to: https://schools.southwark.gov.uk and Sign in.  
 

 
 

2 - If you do not have an account, you will need to click ‘create an account’  

 
3 - Register your details. ALL childminders should register their ‘school/organisation’ 
as the first option from the list, which is: ‘No Associated Organisation’. 

 

https://schools.southwark.gov.uk/


4 - Once registered and /or signed in, click on the ‘Early Years PVI’ portal, which is   
represented by the purple butterfly icon. 

 
 

5 - Click on to the ‘Professional Development’ banner. 

 
 

 

 

 

 



6 - Click on to ‘Category All’ and it will highlight to yellow 

 
 

7 - Click on the ‘Early Years PVI’ link at the bottom of the list. 

 
 

 

 

 

 

 

 



8 - Scroll through the pages of courses available and click on the course of your 
choice  

 
 

9 - At the top of the page you will see: 

1 – what course page you are on  2 - who the trainer is 

3 – how much the course costs  4 – how many hours the course runs for 

5 – the address 

 
 

 

 



 

10 - Scroll down the page to ‘BOOK’.  Here you can book for yourself or book for staff 
members on to the course.  

 

 
 

When you click on ‘BOOk’ you will be asked to confirm your booking. Once you click 
‘BOOK’ again, the ‘BOOK’ tab will turn yell to tell you that your request is being 
processed and a green pop up will appear on the bottom left of the page to say that your 
booking is confirmed and that your manager will be alerted. If you are a registered 
childminder, you are the manager of your setting so an email will be sent to the email 
that is registered to your account. In all other cases, a confirmation email will be sent to 
the manager / strategic lead for the setting to notify them a booking has been made and 
to make payment to approve the booking. At this point all bookings are shown to the 
Early Years Quality Improvement team as ‘provisional’.   

 
 

 

 

 



 

11- To make a payment for the ‘BOOKED’ course you need to click onto, ‘Courses, 
Resources, SLA’s’  

 
 

 

12 - From here, click ‘Courses Pending’. 

 

 

 

 

 

 

 

 



13 - If you have more than one course booked, check that the details are correct and 
that this is the course you wish to pay for and click on to ‘Pay’  

 
 

14 - You will redirected to a payment screen where you will need to input your card 
details. Once you have inserted your card details press continue and your bank will 
go through the process of authorising your payment. Once your payment has gone 
through your status on our portal will change from ‘provisional’ to ‘approved’.  Only 
once you are approved is your place confirmed.  

The Early Years Quality Improvement Team have the right to remove your booking if 
you have not paid within 5 days of your provisional booking. This allows others to 

book and pay for the course to ensure it is viable to go ahead. 

 
 

 

 


