How to put together a Workforce Development Fund (WDF) claim 2021-22
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Introduction — the process
To support you with WDF, we have put together this guide on everything you need to know about claiming WDF.

-

You wish to claim
WDF funding
direct from Skills
for Care

.

~

Complete a WDF Direct
Access application form.
(Appendix 1). To be
submitted to Skills for Care
by 28 February 2022.

_/

* You have an ASC-WDS account, are operating within the advertised Local Authority areas and have been validated as an adult social care employer.
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ﬁthe WDF Direct Access

application form is
correctly completed*,
Skills for Care will send
you a grant letter for
signature and, if
necessary, guidance on
how to meet ASC-WDS
requirements.

PLEASE NOTE THAT
SIGNING A GRANT
LETTER DOES NOT
CONSTITUTE
SUBMITTING A CLAIM.
PLEASE READ ALL
EMAILS FROM Skills for

\Care CAREFULLY. )

(Once the grant
letter is signed
. andyou have
met ASC-WDS
requirements,
Skills for Care
sends you a
funding claim
form and
instructions on
how to make a
claim.

\

~

You complete the claim
form and send the
electronic version to
Skills for Care, along
with all the supporting
evidence.

~

(Skills for Care will \

_/

_J

.

check the claim
and will process
and pay the claim
as soon as
possible. You'll be
advised of any
qualifications not
paid and the
reason why.

J




What are the eligibility requirements for claiming WDF?

There are five parts to the eligibility requirements for direct access to WDF funding.

* You must be an adult social care employer.

= You must complete a WDF Direct Access application form, a copy of this must
be submitted to Skills for Care by 28 February 2022. See appendix 1 for an
example of the form. The form can be downloaded from the Skills for Care
website. All forms must be completed using the same details that have been
registered with the Adult Social Care Workforce Data Set (ASC-WDS).

= You must complete and sign a grant letter that will be sent to you
electronically.

= You must fully complete and update your ASC-WDS workforce record(s) on
or after the 1 April 2021 and before 17:00 on 31 May 2022.

= You must fully complete and update individual staff records for a minimum of
90% of your total workforce on or after the 1 April 2021, and before the 31 May

2022. Please refer to the WDF section of the Skills for Care website or the ASC-

WDS website for further guidance on the ASC-WDS.

The ASC-WDS requirements must be met for you to receive a funding claim
form. Without a funding claim form no claims can be made.

Within ASC-WDS there is an in-browser option which allows you to check whether
you are meeting the requirements for WDF. If you need further help please call the
ASC-WDS Support Service on 0113 241 0969 or email them at ascwds-
support@skillsforcare.org.uk.

Please see appendix 3 for solutions to common eligibility queries.
WDF funded qualifications and learning 2021-22

You should refer to the SfC website for the latest list of what qualifications and
learning will be funded. The list is reviewed in-year and updated as necessary.

When completing the form the only code you need to enter in column H is the
gualification number, learning programme code, digital learning module or
apprenticeship standard code as per the funded qualifications and learning list. It is
recommended that you select “Go to List of Codes” (cell G6) and copy the relevant
code from the data tab and paste into the claim form.
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Learning that has been completed as part of an apprenticeship

In 21-22 WDF will respond to key sector priorities including completion of the adult
social care apprenticeship standards. The apprenticeship standards that can be
claimed for are:

= Adult Care Worker (level 2)
= Lead Adult Care Worker (level 3)
= Lead Practitioner in Adult Care (level 4)

= Leader in Adult Care (level 5)

Employers can claim funding in two stages — upon completion of the diploma and
after the end-point assessment has been passed and the standard has been
completed.

As it is a key Department of Health & Social Care (DHSC) priority that we will be
reporting on, it's imperative that learning that has been completed and claimed for as
part of an apprenticeship is recorded accurately. It's important that when completing
the claim form, due attention is paid to column 1, and that it's completed correctly. If
the diploma award has been completed as part of an apprenticeship, you must
inform us of this by selecting “yes” from the drop-down menu. Organisations will take
this information from the employer claim submission form, which requires the
employer to specify any learning which has been completed as part of an
apprenticeship, or for employers to confirm that none of the learning was completed
is part of an apprenticeship.

Evidence requirements

You must retain a copy of the full learner’s certificate for every qualification, learning
programme, digital learning module or apprenticeship claimed.

What is the evidence to claim a qualification?
The evidence to claim a qualification is a copy of the learner’s certificate from the
awarding organisation, which must contain the following information:

= candidate name

= candidate registration number

* unique learner number

= name of qualification

= qualification code as per the list of funded qualifications and learning

= the date of issue of the certificate must be between: 1 January 2021 - 31

May 2022
= name of the awarding organisation
= npame of the learning provider or centre number.
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What is the evidence to claim an apprenticeship standard?
The evidence to claim an apprenticeship standard is a copy of the learner’s diploma
certificate to claim the diploma within the apprenticeship standard (full detail as set
out above “what is the evidence to claim a qualification”) and a copy of the final
apprenticeship standard certificate. The final apprenticeship standard certificate must
contain the following information:
= candidate name
= unique learner number
= name of the apprenticeship standard
= apprenticeship standard code as per the list of funded qualifications and
learning (this can be written on)
= the date of award must be between 1 January 2021 - 31 May 2022
= the certificate must be issued by the Institute for Apprenticeships & Technical
Education (IfATE)

Please note that you can claim for the overall apprenticeship standard without
claiming for the diploma via Skills for Care.

What is the evidence to claim alearning programme?
The evidence to claim for a learning programme is a copy of the learner’'s completion
certificate from the endorsed learning provider which must contain the following
information:
= candidate name
= candidate date of birth (this can be written on)
= name of learning programme completed
= our code for the learning programme completed as per the list of funded
gualifications and learning (this can be written on, e.g. LTS for Lead to
Succeed.)
= the date of issue of the certificate/completion of the course must be between 1
January 2021 - 31 May 2022
= name of endorsed learning provider (must be a Skills for Care endorsed
provider who is licenced to deliver the learning programme).

What is the evidence to claim a digital learning module?
The evidence to claim for a digital learning module is a copy of the learner’s
completion certificate which must contain the following information:
= candidate name
= candidate date of birth (this can be written on)
= name of digital learning module completed
= our code for the digital learning module completed as per the list of funded
qualifications and learning (this can be written on, e.g. DLLM for the
Leadership and Management module.)
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= the date of issue of the certificate/completion of the course must be between 1
January 2021 - 31 May 2022

If any of this information is missing or unclear, you’ll need to find it.

A maximum of £2,000 can be claimed per learner per financial year (April to May).

Once you have received and checked the evidence it is time to complete the
funding claim form.

You'll receive a funding claim form from us. If you have more than one site/ASC-
WDS account number assigned to your grant, you’ll receive an updated funding
claim form as and when a site becomes eligible. This will be because they’ve
recently met the ASC-WDS requirements for WDF, or you have submitted a direct
access declaration form for an establishment which meets these requirements.

On opening the claim form, you may see a yellow banner across the top of the
screen (below) asking you to enable editing — please click the button to enable the
document before inputting information (if you do not enable, the form will not be
able to select and input data).

PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Please do not amend the format of the funding claim form. Examples of
amendments include manually typing an establishment instead of selecting from the
drop-down menu or inserting more lines. Amendments to forms may result in a delay
in your claim being paid.
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Filling out the claim form

FUNDING CLAIM FORM

Grant Holder Name:

Grant Number:

skillsforcare

IMPORTANT:

PLEASE KEEP THIS DOCUMENT IN

Go to list of codes TS ORIGINAL FORMAT.
FORM NOT ACCEPTED AS PDF.
Unique Candidate ALE LlFedn iz
= - - Awardin - 2 e Is this being claimed as | VYalue
Organisation ASC-WDS Given Namdg-amily Namg Learner 9 Registration| Qualification code ng =
Number (ULN)|  Bod¥ Number BT Clalia
apprenticeship?
I " £0
[ €0
£0
Step 6: enter the relevant code, To do
Step 1: select the Step 4; select the this use the "go to list of codes” button £0
pitablishment from the drop rebevant awarding ahave. Then serch, select, cogy and
e meni in the ; — bady er endarwed paste the cede into the cell £0
erganiation column, Ses 1 | L_;'?ﬂ: "? the provider from the €0
nate belaw. Step L type in the |} candiclae= Hque ~ drop down menu
candidste name Learner Mumber (ULN} | &0
— — 1 Step 7: sedact "YES® IF the
| | Diplema i part of an £0
Mote: The ASC-WDS will pepulate Step 5: type the candidate aparenticeshio
| sutimatically when organisation selected regetration/fenrolement number £0
from column A, You shoukd net manually for qualificat bons. i for a non- 0
enter any information in tha column accredited learming programime
enter candidate dob. Leave this 0
column Blank if claiming far a final £
apprenticeship standard €0
certificate.
£0
£0
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Step 1: Only WDF eligible members/establishments will appear on this drop-down
menu. If a member/establishment is missing and you are sure they have met the
requirements outlined on page 2 please contact the WDF team who will be able to
advise further. Please do not manually type in the organisation name.

Step 2: Please ensure that the candidate name is entered fully and accurately. It is
important to remember the following points:
= Please do not use the candidate’s initials.
= Itis your responsibility to keep us informed of any candidate name changes
and the reason why, for example, if they have got married. Please let us know
in writing so that we can keep our system up to date.

Step 3: Please ensure that the candidate’s Unique Learner Number (ULN) is
correctly entered for all qualifications and apprenticeship standards. This does not
apply to the learning programmes or digital learning modules for which the column
can be left blank.

Step 4: If the awarding body is unknown please refer back to the certificate, do not
just leave it blank. Name of endorsed provider for learning programmes must be
selected. The entry is Skills for Care for digital learning modules.

Step 5: Please ensure that the candidate registration/enrolment number is correctly
entered. This is used to identify duplicate funding. For learning programmes and
digital learning modules please enter candidate date of birth in the following format
DD.MM.YY.

Step 6: The form is data sensitive, and you are strongly advised to copy the
appropriate code from the data tab and paste it into the claim form. You can
manually enter if you prefer but this may lead to an incorrect code being entered and
the claim will be rejected

For RQF qualifications/awards
Please enter the qualification code only. Codes are displayed on the
front page of the certificates. If the qualification is a diploma then go to
step 7.

For Apprenticeship standard Levels 2 -5 (End Point Assessment)
Please enter code ST0005 (for the level 2 apprenticeship standard),
STO0006 (for the level 3 standard), STO007 (for the level 4 standard) or
STO0O008 (for the level 5 standard). These codes should be available in
the data tab of claim form.

If you are claiming for the diploma and the standard at the same time
you will need to complete 2 lines for the candidate on the claim form,
e.g. 1 line for the diploma and then a line for the standard.
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For Learning Programmes
Please enter the learning programme code only. These codes will not
be on the certificate but can be found in the data tab of your funding
claim form.

For Digital Learning Modules
Please enter the digital learning modules code only. These codes will
not be on the certificate but can be found in the data tab of your
funding claim form.

Step 7:

For Diploma claimed
If the diploma is being claimed as part of an apprenticeship select Yes
in the “FOR DIPLOMAS ONLY” column.

Once the code has been entered, the value of the code will be automatically
calculated and populated into the value claimed column. You should not make any
manual entries in this column. If the value does not appear to be correct, it is most
likely that the code has been incorrectly entered.

Please do not leave blank lines between candidates.

Can I claim a lower amount of funding than the advertised qualification
funding value if a lower cost has been incurred to complete the qualification?
Yes you can. This may be the case if another source of funding has been accessed
in addition to WDF. Please contact your disbursement assistant for advice when you
wish to claim a lower amount.

Other tabs on the claim form

You'll notice that the claim form has additional tabs called partners and data. The
partners tab contains all the establishments that we have listed under your grant,
regardless of their ASC-WDS status. If you have any establishments missing from
this tab it is most likely that you did not include them on your declaration form. If an
establishment is listed on the partners tab but not on the drop-down menu, it's
because they have not met the ASC-WDS requirements for WDF. The establishment
selected should be the the workplace of the learner that you want to claim for.

The data tab shows a list of your eligible establishments and the full list of
acceptable qualifications and learning programmes, including description. Use this
tab for codes information. The list of awarding bodies and endorsed providers are
also available on this tab.
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Managing your claim

When submitting your claim you need to complete and attach a WDF claim
submission form (appendix 2). This will help us to accurately log receipt of the claim.
It will also help you to keep track of your submissions. You just need to complete one
form to cover the whole submission, even if it is made up of more than one funding
claim form.

The claim and supporting evidence should be emailed to the Skills for Care WDF
direct access administrator via the dedicated inbox (see below). Once the claim is
received electronically by Skills for Care you'll receive an automated
acknowledgement. Please let us know if you do not receive this as we do not accept
responsibility for claims sent to the wrong email address, or email sending failure.

Skills for Care will endeavour to process all correctly completed claims and issue
payments as soon as possible from receipt. This may take longer at busy times,
particularly around milestone dates. Any claims received with information missing
will be returned to sender requesting the missing information and for the claim to be
resubmitted.

We recommend that you keep your copy of the evidence in the order that you have
submitted the codes on the claim form, and that you keep the whole claim/batch
together with a copy of the funding claim form.

Where to email your claim

Please include your grant number and the total value of the claim in the subject. You
will receive an automated acknowledgement that your claim has been received when
sent to this inbox:

directaccess.wdf@skillsforcare.org.uk

Always make sure that you check your claim before submitting it, as incorrect or
incomplete claims cannot be accepted.

Important information to note for 2021-22

= In 2021-22, claims can be made for completion of apprenticeship standards.
Guidance is available online.

= Under RQF the name used for the qualifications may vary between awarding
organisations and may differ from the Skills for Care specifications. Employers
are advised to check that the learning is funded prior to commissioning it by
checking the qualification number (QAN) against the list of funded
qualification and learning programmes.
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= Skills for Care only funds RQF diplomas which have been developed to, and
approved against our minimum specifications. Please refer to the funded
gualifications and learning document on the Skills for Care website for a
comprehensive list of funded qualifications/learning.

= The final apprenticeship standard certificate (end point assessment) can be
claimed in conjunction with Levels 2 — 5 diplomas completed within the
apprenticeship standard. The evidence to claim for the apprenticeship
standard (following completion of end point assessment) is a certificate issued
by the Institute for Apprenticeships & Technical Education (IfATE) only,
please check that the certificate displays their logo below.

“' Institute for Apprenticeships
& Technical Education

= The submission of a declaration form/signing of a grant letter does not
constitute submitting a claim. To make a claim, please read all emails from
Skills carefully and ensure all instructions given are actioned.
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Dates for the diary

A Direct Access declaration form needs to be submitted to Skills for Care by
the 28 February 2022.

Claims can be submitted up to 17:00 on 31 May 2022.

An establishment must fully complete and update ASC-WDS records after the
1 April 2021, but before 17:00 on 31 March 2022. Any date extensions to the
deadline for claims being submitted will not affect this deadline unless
specifically noted.

Useful Links

For general guidance and WDF forms - www.skillsforcare.org.uk/wdf
Details of the qualifications and learning that will be funded -
www.skillsforcare.org.uk/WWDFquals

For more information on ASC-WDS go to www.skillsforcare.org.uk/asc-wds.
To register, or update your data - https://asc-wds.skillsforcare.org.uk/login
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Appendices

Appendix 1 - WDF Direct Access Declaration Form

When the 2021/22 scheme launches, a copy of the declaration form (as a pdf) will be
available on our website. If an organisation is registering more than one
establishment with Skills for Care, they can list the establishment details on the
fourth page. (Below is an example of what the form will look like, the only change will
be an update to dates to reflect 2021/22 funding year).

skillsforcare

Workforce Development Fund Direct Access Declaration Form 2020-21

Before campleting snd submitting your declaration form please read the dirsct acoess
guidance and FAQs.

Flease ensure you can answer yes to the following questions to confirm your ligibiity
1o clzim funding directy from Skills for Care

* Are youin one of the listed eligible local authority (LA) areas?
Click here to w the eligible LA areas.
if you're not in an eligible LA ares you can clzim WOF through 3 parmership.
Find out mere here

Are the qualifications and leaming programmes you're applying for funding for an
the list of funde fons and learning

Do you or will you have the relevant evidence you will nesd before making 3
claim?

Youwil ned the cartiicate of the full gualification of learning programme and
this must be dated between the 01 January 2020 to 31 March 2021,

Please note: if you don't currently have the cerfficates but they are due by 31
March 2021 then you can st proceed with this application

To access the 2020-21 Workforce Development Fund (WDF), the completed Dirsct
Access Declaration Form must be returnad by 26 February 2021 1o
directacoess wef@skilsforsars o uk
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WDF Direct Access Declaration Form 202021
This farmis to be completed by emplayers aocessing WOF direcly {this doss not includs e
mationsl organisations with 3 direct grant agreement)

{including postcode)

Vaur 0 oo Care
Workoree Diata Set [ASC-NDS)
registered name

CADS T
Var RS

Vour contact iamE

Fhiane namber

tated if
you do not have an email address)

Vaur i
e Gare Savice you Frovee s an e
Trother| Tere

Tirioer of smpioyeas i ess

Tiowdar 10 {must be compl
o state i

To=tion 10 Tor B7s sarvice i
applicable

Wame of earming proviaar

Declaration

= | confirm that we are an aduit socisl care employer and that we're oniy able to claim for staff
andior voluntears working within this organisation. for whom we have dirsctly incurred costs
for the specifid leaming, before we make 2 claim for funding.

= | understand that the Workiorce Development Fund (WOF) is 3 contribution fowards the:

‘costs of individuals in this organisation adieving sons and leaming

programens and that i this s coméined with any ofher funding. the total amount clzimed

il b= 2qual 1o o bess than the toral cast incured in achieving the lesming |

| understand that fhe amount of funding avalable to my organisation i limited to maximise

the numiber of employers who can benefit from the funding.

1 understand that | nesd to inform Skils for Care of leaming achisved and supply acourate

and relisble evidence to claim the funding.

| understand that we must keep clear and accurste records t svidence the funding spent

‘and received for 3 period of & yesrs and that | am required to supply infarmation for audit

purpuses if requested by Skils for Care, the Depanment of Health and Social Care or 2 duly

authorised representative working an their behaf

1 undersiand that we must fuly complete andior update fhe required Adult Social Gare

Workforee Data Set data on or after 1 April 2020 to be able to sooess WOF unti 31 March

2021 and confim that the account data wil be an accurate refiscion of our service(s) and

winrkforce.

* lunderstand i foran iy be made through one WOF
nding time an that any i funds for directh

from Skilsfor Care cannat join 2 WIF parinership.

1 wil oty Skills for Care if any of our establishments are no longer eligive to claim WEF.

| understand that if we ciaim any funds that v are not aligible for then we wil have to rapay

the value of these clsims in full to Skils for Care:

* | acoept that by claiming WOF directy | will be required to ign a grant letter with Skils for

Care

3 Tick this box to confim you are fhe individual named below and you are authorised to make
this declaraticn on behal of this arganisation.

IF your contact de

s are different fram above please provide your details below

Name

Position

FdvEs (nciugng posioose]

Tate

Fhiane nurber

For office use only:
YR reference

R

EraTiEmaT

do not have an amail address)

completed or “no email” stated if you

Grant Tetier i55ued

Fgreement number

Rates
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Appendix 2 - WDF Claim Submission Form

dslcills care

Workforoe Development Fund Grant Hodder Clalm Eubmiccion Form

This form & 40 b oompketed and altached to-oooh submission made for the Workionoe Dessnoneent Fund
VHDIF | and B %0 b signed off Dy s grant kad of nominalied sdminsiaio.

Erank number

Tekal vl of qoallcabons  |arhar T
and apgremiceshiog

ol vl of Hsaming farhiar TR
progranTEs and 4 ta
medues

Tl vl of caim

TGS of Tanding clam
foims

I il B LESd: 'WOLK i CORAE N DRRter, s | ncloicie il 1 abcass Information,

Chaokiict
=  Has the claim forms] Deen fuly completed?

=  Hawe you identiied and Indicaied any keaming hai s part of an appreniioeship on your claim
fom?

= Does e evidenos pou have reviewed and relained meet the evidenoe requlremenis?

|
Thit amounls afows wee inowmed by the candidales on the compaeled qualfoasoralearming
programimesEiglal modikes as detaked on ihe sached dam loms)

I confirm thiat the detalls ghien on Tnis Torm ane aoounale Bo e best of mmy knowdedge

Rame

Fasiion I Drgan Eaon

Caie

Appendix 3 - Scenario 1

You wish to access WDF directly from Skills for Care. You believe you have updated
the ASC-WDS and completed a declaration form showing the establishment details.
However, you have still not been sent a funding claim form. In this case you should
log back on to your ASC-WDS account and use the in-browser option which allows
you to check whether your account is meeting the requirements for WDF.

The following checklist could help you establish the reason that an
establishment is not appearing:

= Have you submitted a 2021-22 direct access declaration form including details
of the establishment?
= Have you completed and signed a grant letter?

= Have you accessed your ASC-WDS in-browser tool to ascertain WDF
eligibility?
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