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1. Learner

contacts Ed Staff

2. Learner

contacts Learning

Provider (see

Note 1)

10. The SSR sends the

original cancellation request

to ELCAS, copied to the

learner, via Ed Staff. A copy

should be placed on the

learner's PDR /Education

records.

5. Learner submits Cancellation

of Instalment Request (Form

005.04) & supporting

documentation to the Ed Staff.

Note 1: When contacting the Provider the

Learner should also seek confirmation that no

invoice has been submitted to ELCAS. If the

Learning Provider has submitted an invoice the

Learner should contact ELCAS to confirm

whether a payment file has been generated.

Note 2: When a request for cancellation is

refused the Learner is expected to complete

the learning activity. Failure to do so will result

in the loss of Scheme Membership, which will

prevent any future ELC claims.

7. Cancellation

Approved

11. ELCAS cancel

the claim

13. Claimant may now make a

replacement claim in this

financial year if they so wish.

No

Yes

6. Ed Staff complete section 4

of the form and forward the

form and supporting

documentation to Single

Service Representative (SSR).

3. Has a

payment file

been generated?

No

Yes

4. You must refer to the

Reinstatement Process.

8. The claim

remains and the

instalment is

deemed spent. (see

note 2)

9. Single Service

Representatives return the

original form to the Leaner via

the Ed Staff with a copy

placed on the PDR/Education

Records.

12.  ELCAS issue a

letter of confirmation

to the Ed Staff for

inclusion in the PDR/

Education Records.
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