How to put together a Workforce Development Fund (WDF) claim 2023-24
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Introduction
To support you with WDF we have put together this guide on everything you need to know about claiming WDF.
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What are the Adult Social Care Workforce Data Set (ASC-WDS) eligibility requirements for claiming WDFE?

There are three parts to the eligibility requirements for WDF.

1/ All members/establishments must complete a WDF member’s declaration form/organisation declaration form, a copy of this must be submitted to Skills for
Care before the 29 February 2024. See appendix 1 for examples of the two forms and which one you should be using. The appropriate form can be
downloaded from the SfC website. All forms must be completed using the same details that have been registered with the ASC-WDS.

2/ An establishment must fully complete and update their ASC-WDS workplace record on or after 1 April 2023 and before the 31 March 2024.

3/ The workplace must fully complete and update individual staff records for a minimum of 90% of its total workforce. These must be fully updated on or
after 1 April 2023 and before the 31 March 2024. Please refer to WDF section of the Skills for Care website for further guidance on the ASC-WDS. These
must be met in order for a member/establishment to appear on the funding claim form. If the member/establishment is not showing on the funding claim form
they are not eligible to claim. Please note that due to the Easter bank holidays, the final check of accounts meeting the ASC-WDS requirements will be
done on 28 March 2024.

Within ASC-WDS there is an in-browser option which allows employers to check whether they are meeting the requirements for WDF. If you need
further help please call the ASC-WDS Support Service on 0113 2410969 or email them at ascwds-support@skillsforcare.org.uk.

Please see appendix 3 for solutions to common eligibility queries.

WDF funded gqualifications and learning 2023-24

You should refer to the SfC website for the latest list of what qualifications and learning programmes will be funded. The list is reviewed in-year and updated
as necessary.
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When completing the Claim form the only code you need to enter in column H is the qualification 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.

Learning that has been completed as part of an apprenticeship:

In 23-24 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 is imperative that learning that has been completed and
claimed for as part of an apprenticeship is recorded accurately. It is important that when completing the claim form that due attention is paid to column | and
that it is 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. Partnerships 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 completed is part of an apprenticeship.

Evidence requirements

What you should expect from the establishment claiming
A copy of the full learner’s certificate which you must retain. Partnerships must retain the employer claim submission forms on file.

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
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* 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 2023 - 31 May 2024
= name of the awarding organisation

= name of the learning provider or centre number.

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 fall be between: 1 January 2023 - 31 May 2024

= the certificate must be issued by the Institute for Apprenticeships & Technical Education (IfATE)

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

What is the evidence to claim a learning programme?
The evidence to claim for a learning programme is a copy of the learner’'s completion certificate from the learning provider which must contain the following
information:

= candidate name

= candidate date of birth (this can be written on in this format DD.MM.YY)

= name of learning programme completed.

= our code for the learning programme completed as per the list of funded qualifications 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 2023 - 31 March 2024

= name of endorsed learning provider (must be a Skills for Care endorsed provider who is licenced to deliver the learning programme).
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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 in this format DD.MM.YY)
= 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. IMLM for the leading
and managing in adult social care module)
= the date of issue of the certificate/completion of the course must be between: 1 January 2023 - 31 March 2024
= Skills for Care logo

If any of this information is missing or unclear you will need to query this with the establishment.

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

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

You will receive an updated funding claim form whenever an establishment/member becomes eligible. This will be because they have recently met the ASC-
WDS requirements for WDF or you have submitted a member’s/organisation declaration form for an establishment which meets these requirements. This may
not be on a weekly basis if no members/establishments have become eligible since the last claim form was issued.

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 you will not be able to select and input data).

rl] 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 4 - ~
skillsforcare

Grant Holder Name:

IMPORTANT:
PLEASE KEEF THIS DOCUMENT IM
ITS ORIGIMNAL FORMAT.
FORM NOT ACCEPTED AS PDF.

Grant Number:

Go to list of codes

. . FOR DIPLOMAS OMLY
Lhepurs Awarding Saluslissliz Iz thiz being claimed az=| Yalue
Organization ASC-WDS BEiven Mamgr amily Mamg Learner Body Registration Oualification code part of an Claimed
Number [ULN] Mumber . . o
apprenticeship?
M £0
| £0
£0
Step 6c enter the relevant code. To do
| | Step 4: weloct the Step d: seleck the this uge the "ga to list of codes” button £0
establishment from the drop redevant awarding abave. Then serch, select, copy and
- dawn menuin the . — bady or endarsed paste the code into the cell, £0
) Step 3: type in the .
crganiation column, Ses candidate Unigue provider from the 0
- note below. Step X type in the T L " I:e T drog down menu
candidate rame garner Number [LILM} £0
B —] f Step 7: select “YES® IF the
| | Diplorma i part of an £0
Mote: The ASC-WES will pogulate Step 5: type the candidate apprenticeship
autimatically when arganisation selected rleglstra!.iun.-'rnrulernmlt number £0
from calumn A ¥ou should net manually Fror qualifications. i for a non- 0
enter any informeation in the column, accredited leaming 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. For all RQF qualifications and apprenticeship standards please ensure that the candidate’s Unique Learner Number (ULN) is correctly entered. (This
does not apply to the learning programmes and 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 standards Levels 2 -5 (End Point Assessment)
Please enter code STO0O05 (for the level 2 apprenticeship standard), STO006 (for the level 3 standard), STO007 (for the level 4 standard) or
STO0008 (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, i.e.
1 line for the diploma and then a line for the standard.

For Learning Programmes
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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 Introductory Modules for Managers and 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 | claim a lower amount of funding than the advertised gualification funding value if a lower cost has been incurred to complete the
gualification?

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 will notice that the claim form has additional tabs called partners and data. The partners tab contains all the establishments/members that we have listed
under your grant, regardless of their ASC-WDS status. If you have a member/establishment missing from this tab it is most likely that we have not received
their member’s/organisation declaration form or that it is still being processed. If a member/establishment is listed on partners tab but not on the drop-down
menu it is because they have not met the ASC-WDS requirements for WDF. If you are unsure of which member/establishment to select in the drop-down list
please refer to the partner tabs for additional details.

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

Managing your claim

Before 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.
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The claim must be emailed by the grant holder. We can accept claims sent by the named administrator of the grant but this must be previously agreed with
your disbursement assistant. Once the claim is received electronically by Skills for Care you will 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 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. At times you will be asked to submit samples of evidence to Skills for Care for verification so you will need to be able to
readily access all evidence.

Where to email your claim

The first part of your grant number denotes which email address you need to use. For example, if your grant number starts with “SW” you need to forward
your claim to SouthWestWDF@skillsforcare.org.uk. 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 these inboxes.

National NationalWDF@skillsforcare.org.uk
North West NorthWestWDF@skillsforcare.org.uk
London & South East LSEWDF@skillsforcare.org.uk
Eastern EasternWDF@skillsforcare.org.uk
Midlands (WM & EM) MidlandsWDF@skillsforcare.org.uk
Yorkshire & North East YHNEWDF@skillsforcare.org.uk
South West SouthWestWDF@skillsforcare.org.uk

Please also forward any queries to the above relevant regional email address. Always make sure that you check your claim before submitting it as incorrect or
incomplete claims cannot be accepted.
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Important information to note for 2023-24

= |n 2023-24 claims can be made for completion of apprenticeship standards

= 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 qualifications and learning programmes.

= Skills for Care only funds the RQF diplomas which were developed in conjunction with sector representatives to outline the mandatory content of these
gualifications and will only approve and fund diplomas developed to these specifications. Please refer to the funded qualifications and learning
document on the SfC 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.

é

® " @ |nstitute for Apprenticeships
PR & Technical Education

Dates for the diary
= Claims can be submitted up to the close of business on 31 May 2024.
= Declaration forms need to be submitted to Skills for Care by the 29 February 2024.
= An establishment must fully complete and update ASC-WDS records on or after the 1 April 2023. Please note that due to the Easter bank holidays,
the final check of accounts meeting the ASC-WDS requirements will be done on 28 March 2024. Any date extensions to the deadline for claims
being submitted will not affect this deadline unless specifically noted.

Useful Links
= Partnerships: general information and WDF forms; Large National Organisations: general information and WDF forms
= Details of the gqualifications and learning that will be funded
= For more information on ASC-WDS

= To reqister with or update ASC-WDS
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https://www.skillsforcare.org.uk/Funding/Workforce-Development-Fund/Claim-funding-through-a-partnership.aspx
https://www.skillsforcare.org.uk/Funding/Workforce-Development-Fund/Large-national-organisations.aspx
https://www.skillsforcare.org.uk/resources/documents/Funding/Workforce-Development-Fund/2022-23/Funded-qualifications/WDF-funded-quals-2022-23.pdf
https://www.skillsforcare.org.uk/Adult-Social-Care-Workforce-Data/Adult-Social-Care-Workforce-Data.aspx
https://www.skillsforcare.org.uk/Adult-Social-Care-Workforce-Data/Adult-Social-Care-Workforce-Data-Set/Adult-Social-Care-Workforce-Data-Set.aspx
https://www.skillsforcare.org.uk/Adult-Social-Care-Workforce-Data/Adult-Social-Care-Workforce-Data-Set/Adult-Social-Care-Workforce-Data-Set.aspx

Appendices

Appendix 1

WDF Member’s Declaration Form

When the 23/24 scheme launches a copy of the declaration form (as a pdf) will be available on our website. Use this form if you disburse WDF as a
partnership. If an organisation is registering more than one establishment with you they can list the establishment details on the second page. (Below is an
example of what the form will look like, the only change will be an update to dates to reflect 23/24 funding year).

wiarkforss Davalopment Fund (WDF| semberc Deolaration Fonm 202021
To be compieied by each member of the parinershio and refumned o fhe lead parines for
submission o Skils for Care by 26 February 2021

mssmberc Daolaration
By joining this parinership and signing ihe declaration below nvy erganisation undersiands
e ihie grand Rolder b endering o a funding agresment on cur behall and has explaned

Flaacs lict 20 the sctanlichmends that are part of your organicatian thad you wich fo
elaim funding far.

Hame of parinershio you ane joining
Each sstablishimant can only Join 1
partmerchip

Your angansation’s Aduli Bocal Care
Worktorce Data Sat (ASCWDE]
registered nams

Your angansation’s ASCWDE 1D

Yo ABC-WIDE ragistered address
yinecluding posioode}

Your pondact name

Fhomne: number

Email [Emall sddrecc muct be
somplated or o amall” clatsd
you do not hawe an amall address)

Wour organsation’s wetsie address

Iéain cane service you orovide [=¢ an femn

¥ Oiner please Spoecily nens

Mumber of employess Iin these
estabi shmaents

COC nrwekter 1D |must ba completad
or skaie not reglctersd with CGCH

(SO Ieacation I Ao this service f
appilnabie

o your pontact detalls are different from above pleacs provide vour defallc below

Address (including posicods |

e rlevant 1emes of hat funding ag reenent

confims ihal we ane an adull social care employer and undersiand thal we ane anly able
b clalben dor siaff andior volundeers soikdng within this crganisation, for whom we have
drectly incurmnd 005t for the SpecRed leaming, befone we mate 3 olaim 1or Andng

undersiand that the Worklorce Development Fund (WDF] 'S a contrbulion towards the
coals of indviduals in fhis organisation achiedng rebevant guadifications and eaming
programmes and that i 1his is combined with any offver funding, e tolal amounl caimed
will e equal 1o of less than ihe ohal coxst incured in achieving the aming.

wnderstand that | need 10 ininms the grant raider of Eaming achkved and sunoty any
relevant evidencelniomaton thad Ehey need 1o caim the Andng

undersiand that | must keep chear and aocurate rdconds o evidence the funding spent
and racaihed for @ pancd of & years and that | s ragquined ta Supply infamation ko audi
purposes T requesied by Skilis for Cane, the Deparinent of Health and Social Care or a
duly authorsed representalive working on thelr behal

confim that the evidence we supply in respect of WDF daims wil be acosrate and
ralable

wnderstand that we must fuly compkete andior update the requined Adull Socal Care
Worktorce Data Set dada on or afier 1 Apdl 2020 to be able o access WDF undl 31 March
2021 and conlirm that S account dafa wil be an acousate reflection of cur sevice(s] and
warklorce

understand that funding alaims for an esiabishmant can only b mada Heough one WOF
parinership al any lime. IF | wani io change parinershies | wil resign from may existing
parinership, complele @ member's declaraion form for Bhe new parinership and Skils for
Care will S ovs of Se0ling Ihit Fequast

will reiity the: grank hadder (F any of iy esiablishmenks are no longer o ke to claim
WDF

nderstand that if we daim any funds fal we are not algrbie for then wie wil iaee b
repay the vaiue of fhese claims in il jo the grant holder

[ Tk this o S condinm you ane e indhedusl namesd selow and oo are authonsed o
e this deciaratian an behall of this arganisation

Fhome number

Name

Foaiion in organ sation

Emal [Ermud sddmeas muss be comsesed

o N0 emad” ahe F §ou oo mot e an
wmad sddnedE)

Daie of submisskan
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WDF Organisation Declaration Form

Use this form if you access funding as a large national organisation, for your own workforce only, and do not accept claims from outside of your organisation.

This will need to be updated and completed whenever you have additional establishments/services who will be claiming the fund throughout the duration of
the grant agreement. (Below is an example of what the form will look like, the only change will be an update to dates to reflect 23/24 funding year).

‘Wiarkforse Development Fund (WOF) Organication Declaration Foom 2020-21

Yo argansations Adull Bocal Care
Wiorkforoe Data Set (AECWDE)
registered name

Yo argansatians ASCAHWDE 1D

Your ASCADE registered address
{including posicods

Your coriact name

Fhone number

Ema [Errad sddowas muss be complessed

o “no wmwd ™ abried o you o ect heve en
sl s

Yol Grgansalons websile address

Blain cane sendoe you nrovide

T oINEl, piRast Spedly

Number of empkoyees

SO0 provider |D imuat be completed or
wisba ot regrabend with COC)

ZOC hocation I for this servioe
apolicatie

o your ootact dedalls are diesrent from abova plsscs provios your datslic bakow

Address (including postcode |

Organisation Deolaration

confim thad we are an adull social care employer and understand thad we are anly
abdir to claim jor stall andior volunbesers working within this crgantsation. for shom
weer hiave directly inourred cosis for e specilled leaming, before we make a okaim for
Purneding

undersland that the Workfonce Desglopment Fund (WDF] S @ contrbution iowans
the oot of individuals in this aganisation achieying relevant qualfications and
learning mrogrammes and thal I his s conbined wiEnh any ofner fonding. e otal
amount caimed will be equal o or less than The fotal cost incumed Inachieving the
lzaming

undersland that we must keen dear and acourale reconds o evdience the Anding
spant and recehied for @ pariod of & years and thal we ane requined B supply
Infermiation for audi purposes I requesied by Skils for Care, the Depadmeni of
Heakh and Bocal Care or & duly authorsed representative soking on feir behall

confim that the evidence submitted in respect of WDF caims wil be accurate and
relabie

undersland that we wil need o ensure that we have fuly comoicted and or
updaded the required Adult Eocal Cane Warkionce Dada S data after 1 Aprl 2020 fo
mezed the ASCWDE requiremsents for WOF unil 31 March 20249 and confim that the
account daka will b an acourate refection of cursenices and wordonoe

undersland that fundng claims for an eslabishment can only be made through one
WIDOF funding armangenteend al any lime and that because we hae & direct funding
agreement wEh Ekils jor Gare our estabishments cannot join a WDF parinership

confims thad Exils for Canz wil be notifked in the event fhat any of our
establishmaents are no lenger eigishe bo clain WOF

undersland that If we dalm any funds ihal e are nol eligible Tor we will have o
repay the vaise of these claims inful o Sxils for Cane

[ Tick this box o condinm you ane e indhvidual nameed below and you ane auihorised
b0 make Bvs declacation on behall of this arganisation

Flaace lict an the sclablichments that are part of your organicabion that you wich
o cdsim funding for]

Farmm of Eutablatmuent sl AYCNDS I for LOL locsbon
awtabhshmant thi swtabhument | 10 it spphcibie

Mame

Fhaonse riumber

Foaion in organtsation

Emrall [Emud sddnos must be complesd

or “no wmwd™ shated t you go ek heve an
wrmad weddireds]

Dane ol sabmsskan
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Appendix 2

WDF Claim Submission Form

skills’oreare

Workforos Developmant Fund Grant Holder Clalm Eubmicclon Fom

This form & ta b comnpketed and altachisd to-ech submission maoe for the Workioroe Deslooment Fund
WDF} and b %o be sgned off by the grant kead of nominaled adminisiator.

[T T

Tl vl ue ol quallcabons T
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Appendix 3

Scenario

A local authority wishes to access WDF through your partnership. They have received confirmation that they have completed their local authority return to the
ASC-WDS and they have completed a declaration form showing the parent details and each subsidiary. However, they are still not showing as eligible on the
funding claim form.

This is because the ASC-WDS requirements for the local authority return are not the same as they are for WDF eligibility. In this case you should advise that
they log back on to their ASC-WDS account to view the full ASC-WDS requirements for the WDF.
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