[image: image1.wmf]Reinstatement Process

1

. 

Learner 

contacts Ed Staff if 

in service or 

Single Service 

Representative if 

ex

-

service

, 

to 

discuss their case 

(

Note 

1

)

2

. 

Learner contacts 

Learning Provider 

to discuss 

withdrawal

8

. 

The SSR sends the 

original reinstatement 

request to ELCAS for 

processing

. 

A copy should 

be placed on the learner

'

s 

PDR 

/

Education records

.

4

. 

Learner submits 

Reinstatement of Instalment 

Request 

(

Form 

005

.

05

) 

and 

supporting documentation 

to  Ed Staff or directly to 

Single Service 

Representative if ex

-

service

3

. 

Learner obtains 

written 

confirmation from 

Provider 

(

see Note 

2

)

Note 

1

: 

ELC Instalments should only be reinstated 

when Providers are unable to facilitate extensions to 

courses without Learners being obliged to restart a 

course

. 

Costs incurred in extending courses will not be 

bourne by MoD

. 

Note 

2

: 

Providers should confirm to the Learner via 

letter or email whether they are prepared to offer a full 

or partial refund

. 

If they are unable to offer a refund 

they should substantiate their decision

.  

If a refund is not available the Provider should confirm 

to MoD what flexibility has been offered to the student 

to allow them to continue their studies and why this 

was declined

.

Note 

3

: 

Letter to Provider requesting repayment of 

MoD grant to ELCAS within 

30 

days and Learner’s 

personal contribution directly to Learner

.  

Expected 

proportionality included

.

Note 

4

: 

When a request for reimbursement is refused 

the Learner is expected to complete the Learning 

activity

. 

Failure to do so will may result in MoD seeking 

to recover the grant payment but also in the loss of 

Scheme Membership

, 

which will prevent any future 

ELC claims

. 

The outcome will be decided by the 

Single Service Representative

.

6

. 

Reinstatement 

Approved

10

. 

ELCAS send a letter 

to the Provider

, 

copied to 

the Ed Staff

. (

see note 

3

).

9

. 

ELCAS mark the claim 

‘reinstated’

. 

The claimant 

may now make a 

replacement claim if they 

so wish

.

14

. 

ELCAS forward the 

cheque to the relevant 

Authorising Branch via 

the Single Service 

Representatives

No

5

. 

Ed Staff consider 

request before completing 

section 

4 

of the form and 

forward the form 

& 

supporting documentation 

to Single Service 

Representative 

(

SSR

) 

for 

further consideration

.

13

. 

ELCAS receives 

cheque from Provider and 

records details against the 

claim

11

. 

ELCAS issue a letter of 

confirmation to the Ed 

Staff

.

12

. 

The Learner may now 

approach the Provider for 

Personal Reimbursement

.

7

. 

The claim 

remains 

(

see 

note 

4

)

Yes



� EMBED Visio.Drawing.11  ���








[image: image2.wmf]Reinstatement Process

1

. 

Learner 

contacts Ed Staff if 

in service or 

Single Service 

Representative if 

ex

-

service

, 

to 

discuss their case 

(

Note 

1

)

2

. 

Learner contacts 

Learning Provider 

to discuss 

withdrawal

8

. 

The SSR sends the 

original reinstatement 

request to ELCAS for 

processing

. 

A copy should 

be placed on the learner

'

s 

PDR 

/

Education records

.

4

. 

Learner submits 

Reinstatement of Instalment 

Request 

(

Form 

005

.

05

) 

and 

supporting documentation 

to  Ed Staff or directly to 

Single Service 

Representative if ex

-

service

3

. 

Learner obtains 

written 

confirmation from 

Provider 

(

see Note 

2

)

Note 

1

: 

ELC Instalments should only be reinstated 

when Providers are unable to facilitate extensions to 

courses without Learners being obliged to restart a 

course

. 

Costs incurred in extending courses will not be 

bourne by MoD

. 

Note 

2

: 

Providers should confirm to the Learner via 

letter or email whether they are prepared to offer a full 

or partial refund

. 

If they are unable to offer a refund 

they should substantiate their decision

.  

If a refund is not available the Provider should confirm 

to MoD what flexibility has been offered to the student 

to allow them to continue their studies and why this 

was declined

.

Note 

3

: 

Letter to Provider requesting repayment of 

MoD grant to ELCAS within 

30 

days and Learner’s 

personal contribution directly to Learner

.  

Expected 

proportionality included

.

Note 

4

: 

When a request for reimbursement is refused 

the Learner is expected to complete the Learning 

activity

. 

Failure to do so will may result in MoD seeking 

to recover the grant payment but also in the loss of 

Scheme Membership

, 

which will prevent any future 

ELC claims

. 

The outcome will be decided by the 

Single Service Representative

.

6

. 

Reinstatement 

Approved

10

. 

ELCAS send a letter 

to the Provider

, 

copied to 

the Ed Staff

. (

see note 

3

).

9

. 

ELCAS mark the claim 

‘reinstated’

. 

The claimant 

may now make a 

replacement claim if they 

so wish

.

14

. 

ELCAS forward the 

cheque to the relevant 

Authorising Branch via 

the Single Service 

Representatives

No

5

. 

Ed Staff consider 

request before completing 

section 

4 

of the form and 

forward the form 

& 

supporting documentation 

to Single Service 

Representative 

(

SSR

) 

for 

further consideration

.

13

. 

ELCAS receives 

cheque from Provider and 

records details against the 

claim

11

. 

ELCAS issue a letter of 

confirmation to the Ed 

Staff

.

12

. 

The Learner may now 

approach the Provider for 

Personal Reimbursement

.

7

. 

The claim 

remains 

(

see 

note 

4

)

Yes

_1396962611.vsd
Reinstatement Process


1. Learner contacts Ed Staff if in service or Single Service Representative if ex-service, to discuss their case (Note 1)


2. Learner contacts Learning Provider to discuss withdrawal


5. Ed Staff consider request before completing section 4 of the form and forward the form & supporting documentation to Single Service Representative (SSR) for further consideration.


8. The SSR sends the original reinstatement request to ELCAS for processing. A copy should be placed on the learner's PDR /Education records.


4. Learner submits Reinstatement of Instalment Request (Form 005.05) and supporting documentation to  Ed Staff or directly to Single Service Representative if ex-service


3. Learner obtains written confirmation from Provider (see Note 2)


Note 1: ELC Instalments should only be reinstated when Providers are unable to facilitate extensions to courses without Learners being obliged to restart a course. Costs incurred in extending courses will not be bourne by MoD. 

Note 2: Providers should confirm to the Learner via letter or email whether they are prepared to offer a full or partial refund. If they are unable to offer a refund they should substantiate their decision.  
If a refund is not available the Provider should confirm to MoD what flexibility has been offered to the student to allow them to continue their studies and why this was declined.

Note 3: Letter to Provider requesting repayment of MoD grant to ELCAS within 30 days and Learner’s personal contribution directly to Learner.  Expected proportionality included.

Note 4: When a request for reimbursement is refused the Learner is expected to complete the Learning activity. Failure to do so will may result in MoD seeking to recover the grant payment but also in the loss of Scheme Membership, which will prevent any future ELC claims. The outcome will be decided by the Single Service Representative.






6. Reinstatement Approved


10. ELCAS send a letter to the Provider, copied to the Ed Staff. (see note 3).


9. ELCAS mark the claim ‘reinstated’. The claimant may now make a replacement claim if they so wish.


7. The claim remains (see note 4)


14. ELCAS forward the cheque to the relevant Authorising Branch via the Single Service Representatives


Yes


No


13. ELCAS receives cheque from Provider and records details against the claim


12. The Learner may now approach the Provider for Personal Reimbursement.


11. ELCAS issue a letter of confirmation to the Ed Staff.



