3.5.2

Enhanced Learning Credits Scheme

The MOD promotes lifelong learning among members of the Armed Forces, and this is
encouraged through the Learning Credit schemes. The Enhanced Learning Credit (ELC)
scheme helps qualifying Service Personnel (SP) or Leavers (SL) with the cost of learning. The
Scheme allows a single payment in each of a maximum of three separate Financial Years.
ELCs may be claimed for learning which is an integral part of, and results in the cost effective
achievement of a nationally recognised qualification at Level 3 1 or above. The ELC scheme
permits Regular SP to pursue their personal development, both during their Service and for up
to 10 years after discharge, subject to the qualifying criteria being met. This Defence Direction
explains the benefits and regulations of the ELC Scheme. All SP eligible to receive ELC
support are required to adhere to this Direction.
Scope
1.
The generic use of the terms SP or SL throughout this Direction implicitly includes serving
Regular and ex-Regular Armed Forces people who meet the eligibility criteria for this scheme.2
The ELC (and ELCAS) website is: www.enhancedlearningcredits.com These definitions
provide the scope for this Direction.
a.
‘Ed Staff’ refers to all RN/RM, Army and RAF education and resettlement staff,
including: RN/RM Education and Resettlement Officers (EROs), Naval Resettlement
Information Officers (NRIOs), Naval Education and Training Service Officers (NETSOs);
Army Learning and Development Officers (LDOs) and Individual Education and
Resettlement Officers (IEROs); and RAF Learning Centre and Education Staff.
b.
The Designated Officer for the ELC scheme is ‘People-TESRR-Skills,’ and works on
the staff of TESRR, CDP in the MOD.
c.
The contractor, G4S Assessment Services (branded the Enhanced Learning Credit
Administration Service (ELCAS)) and known as the Customer Service Provider (CSP).
d.
The term ‘Learning Provider’ (LP) is used to describe those educational or training
institutions that are eligible to provide courses under the ELC scheme, and are properly
registered and endorsed by the CSP.
e.
The term ‘Learning Purpose’ is used to describe the reason or objective of learning,
which must be in direct pursuit of a nationally recognised qualification at Level 3 or above
in order to be eligible for ELC support.
f.
The terms ‘applicant,’ ‘claimant’ and ‘learner’ describe individuals accessing this
education support scheme. For ease, the terms SP or SL will be used throughout.3
Aims
1.

The aims of the ELC scheme are to:
a.
Provide funding support to SP who wish to enhance their educational, academic,
professional or vocational achievements by pursuing learning (Level 3 to 8).

1

(A level and equivalent) and above as defined by the Qualifications and Credit Framework (QCF) (England, Wales and Northern
Ireland), a Level 6 or above on the Scottish Credit and Qualifications Framework (SCQF) or, if pursued overseas, an approved
international equivalent higher level qualification. The QCF is being replaced by the Regulated Qualifications Framework (RQF)
from 1 Oct 15. Ofqual expect the QCF will expire on 31 Dec 17.
2
4 or 8 years eligible Service / within 10 years after discharge.
3
SL in accordance with JSP 534: The Tri-Service Resettlement Manual.
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b.
Enhance the reputation of the MOD, thereby encouraging the recruitment and
retention of high quality SP.
Features of the ELC Scheme
2.

The features of the ELC scheme:
a.
ELC is not an entitlement. Provided SP fulfil all the relevant criteria of the scheme
they may be eligible to claim ELC support.
b.
ELC is not a refund scheme. Under no circumstances will MOD refund any SP who
pay for or commence their learning in advance and subsequently seek a retrospective
ELC claim.
c.
The scheme is subject to strict entry criteria. SP are required to make a positive
commitment to Level 3 to 8, lifelong learning by becoming a member of the ELC scheme.
d.

ELC awards are available in two tiers (based upon years of Service):
(1) The Lower Tier level provides funding for up to £1k per FY for those with 4 or
more years eligible service;
(2) The Upper Tier level provides funding for up to £2k per FY for those with 8 or
more years eligible service.

Providing SP meet all the criteria, they may make ELC claims in up to three separate FYs
(which need not be consecutive and may be a combination of Lower Tier and Upper Tier
funds) either while in Service or for up to 10 years after discharge. ELC funds may be
directed at one Learning Purpose (such as successive years’ study towards a particular
qualification) or different Purposes in each of the 3 years.
e.
ELC is an individual award to assist in the personal development of eligible SP. It
cannot be transferred to any other individual except under the specific terms stated in Para
13.
f.
This support is provided on a ‘burden sharing’ basis reflecting the mutual benefit that
personal development brings to SP and the organisation. SP in receipt of ELC funding are
expected to make a personal contribution using their own funds, as well as using off-duty
or leave periods for study. Undertaking ELC funded study does not confer duty status and
sS regulations should provide further clarification, if required.
Membership
3.
SP should be in Service, both when they apply and when they are accepted for
membership of the ELC Scheme. Application forms are available from the Ed Staff,
Learning/Education Centres and from the ELC website. These completed forms are to be
forwarded to the CSP, via Ed Staff. Acknowledgement letters will be forwarded to SP via Ed
Staff, to be retained by the SP in their Personal Development Record (PDR).
4.
On enlistment. All new recruits are to be made aware of the existence of ELC during the
recruitment process. During Phase 1 (Initial) training, recruits are to be briefed by the
appropriate staff as to the detailed benefits of ELC and must then complete and sign an ELC
application form on which they can elect to join the scheme or opt out. Phase 1 training
establishments must ensure that SP are given the opportunity to complete this process not later
than twelve calendar months after enlistment (see also the second registration opportunity,
below). Phase 1 Staff are to ensure that the signed ELC application form is submitted to the
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CSP for registration purposes, to arrive no later than one calendar month after the end of the
initial 12 month entry window.
5.
Second registration opportunity. SP who chose not to register for the scheme in their
1st year of service, may elect to join the ELC scheme (by completing an ELC application form as
described above) during a six month window between the 8 and 8½ year Service point,
measured from their enlistment date. They may not make an ELC claim until they have met the
minimum 4 year qualifying period which is measured from the individual’s point of joining the
Scheme. This is at the 8 year Service point and not the date of enlistment.
6.
Exceptional authorisation for late registration. SP who failed to register during the
initial or second registration opportunity periods forgo their eligibility. However, in exceptional
cases, SP may submit a request to their single Service (sS) Authority for exceptional
authorisation for late registration. This request must prove that the SP was, for Service reasons,
unable to register in accordance with the scheme regulations (such as, on operational
deployment or administrative error by Phase 1 unit) during the recognised registration
periods. If approved sS processes apply to registration.
7.
SP on other engagements. Full Time Reserve Service (FTRS), Military Provost Guard
service (MPGS) and Non Regular Permanent Staff (NRPS)4 may elect to join the ELC scheme
in the expectation of meeting the eligibility requirements, noting:
a.
Eligible Service, for the purpose of calculating qualifying service as a requirement to
establish eligibility, includes only that time on active service after 1 Apr 00.
b.
Qualifying Service may include a mix of periods of Regular and non-Regular service
and need not be continuous. It should be recorded on the ‘Interrupted Service’ Form,
available from the ELCAS website and should be submitted with the registration
application.
Eligibility criteria
8.

In order to make ELC claims, scheme members must:
a.
Complete the required length of eligible service before submitting the ELC claim form
and prior to commencing the course of study for which ELC support is being claimed; and,
b.
For claims in the final (10th) year, must be submitted and courses must start before
the 10th anniversary of discharge.

9.
Length of eligible service requirement. Before being eligible to make an ELC claim at
the Lower Tier, SP must have completed 4 years eligible service. In order to claim at the Upper
Tier (up to £2k per FY), they must have completed 8 years eligible service.
a.
For SP who were already serving before 1 Apr 03 and who registered on the scheme
by 1 Apr 04, eligible service runs from 1 Apr 00 or date of enlistment, whichever is later.
b.
For SP joining on enlistment and who enter Service on or after 1 Apr 03, eligible
service is taken from the date of enlistment, and the successful completion of Phase 1
training. Multiple periods of time spent undertaking Ph 1 trg cannot be aggregated for
eligibility purposes
c.
For SP joining at the second registration opportunity, eligible service is taken from
the date of the 8 years service point.

4

All other Reserve engagement types are ineligible for this support.
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d.
Time spent on an unpaid break in career does not count as eligible service but an
ELC claim can be submitted for learning to take place during a career break.
e.
Paid maternity/paternity leave qualifies as eligible service but not unpaid additional
maternity/paternity Leave.
10. Wounded Injured and Sick (WIS) SP. SP who have completed Initial (Phase 1 and 2)
training and who are registered Scheme members, who become WIS before achieving the
required 4 years eligible service, and who are expected to return to duty, may be authorised to
claim ELC at the lower tier rate. ELC use when WIS must be part of an Individual Recovery
Plan (IRP) managed by sS recovery schemes. Specific regulations are:
a.
Must have registered to join the ELC scheme prior to the date of the injury or
commencement of the illness.
(1) The injury or illness must be caused or significantly worsened, wholly or
predominantly by Service.5
(2) At the discretion of Ed Staff, the rules regarding direct benefit to the Service
may be relaxed.
(3) SP must be briefed on, and agree, the implications of using a lower tier ELC
claim at this stage of their career.
11. Effects of medical discharge on eligibility. SP who have completed Initial training and
who are to be medically discharged from Service before achieving the required 4 years service,
may be eligible to claim ELC at the lower tier rate if they are discharged on or after 1 Nov 10. In
such cases, the SP must already be a member of the ELC scheme and the injury or illness must
be caused or significantly worsened, wholly or predominantly, by Service.6
12. Transfer of eligibility to spouse or nominated proxy. In the event of the death or
medical discharge of a SP whose condition renders them unable to utilise their ELC, it may be
permissible to transfer all remaining ELC payments to the SPs spouse or nominated proxy. The
eligibility to transfer ELC to a spouse or eligible partner is to be assessed using the qualifying
criteria detailed JSP 534.7
13. Effects of redundancy on eligibility. SP who are made compulsorily redundant and who
have registered with ELC, will cease to accrue qualifying Service for ELC eligibility on the day
they leave Service. Specific regulations are:
a.
SP who have accrued 4 or more (but less than 8) years eligible Service by the date
of their discharge will be eligible to claim ELC at the lower tier rate, subject to meeting all
other criteria. This entitlement can be claimed for up to 10 years after discharge. SP
made redundant before they accrue the 8 years eligible Service are not entitled to the
Upper Tier rate.
b.
People who have accrued less than 4 years eligible Service by the date of their
discharge will not be eligible for ELC funding.
Submitting a claim
14.

5
6
7

Eligibility of a claim. SP must satisfy these conditions:

as defined by JSP 765: Armed Forces Compensation Scheme.
as defined by JSP 765: Armed Forces Compensation Scheme.
JSP 534: Tri-Service Resettlement Manual.
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a.
The Learning Purpose must be of direct benefit to the Service and have a substantial
developmental value, appropriate to the SP’s personal development goals. SP are
required to demonstrate that their proposed course of study is derived from a process of
careful planning. They must provide evidence of such planning (such as, from Personal
Development Plans in their PDR) as a condition of claim approval.
b.
An activity undertaken by WIS SP to achieve a qualification as part of a managed
IRP, must demonstrate that it has substantial developmental value appropriate to their
personal development needs, and ability. Exceptionally, this does not have to be of direct
benefit to the Service.
c.
SLC may not be used simultaneously to fund elements of a course of study which is
supported by ELC funding.
d.
SL undergoing resettlement may use their Individual Resettlement Training Cost
(IRTC) grant, in addition to their ELC, to finance the undertaking of a nationally recognised
higher level qualification,8 of which at least 75% of the study must be a minimum of Level
3 and the remaining 25% must be Level 2. The qualification must be delivered by an
approved ELC LP.9 It is permitted, in these circumstances only, for SL to use their IRTC
grant to offset, or pay in full, the 20% personal contribution required when using ELC. 10
Allowing SL to use both funding streams ensures that they have the greatest level of
flexibility when financing their preferred Learning Purpose. In addition, the costs of gaining
a QCF Level 3 qualification or above will generally exceed the sum of ELC and IRTC,
meaning that in the majority of cases the principle of a personal contribution (at the higher
educational level) will continue.
e.
ELC and IRTC may be put towards a single resettlement Learning Purpose should
continue to be submitted in accordance with the individual scheme regulations, noting: the
20% minimum personal contribution will be paid on receipt of the Claims Authorisation
Note (CAN) from ELCAS, and MOD will be invoiced separately by the LP to pay the
difference. The SL may then submit a retrospective IRTC claim on completion of the
course and claim back the difference up to the maximum of £534 or, alternatively, they
may continue to routinely apply for pre-payment of IRTC.11 Any unspent IRTC may be
directed towards another Learning Purpose. IRTC may be used to finance multiple
Learning Purposes whilst ELC cannot. It is the SLs responsibility, with advice from Ed
Staff, to determine how best to optimise the funding support available when undertaking
resettlement.
f.
When using ELC and IRTC for specific resettlement activities, SP/SL must not be in
receipt of any other Service funding for the proposed activity.12
g.
Any Learning Purpose undertaken must be done so by the most cost-effective
means available.
h.
The LP must be an Approved Provider, which is administered by the CSP and their
courses must be approved for participation in the scheme. 13 LPs who are also
resettlement Preferred Suppliers who are suspended or removed from the Preferred

8

At QCF Level 3 or above.
Courses offered by publically funded providers such as FE Colleges and Universities are accepted to offer their full range of
publically funded courses, subject to the requirements of the Level. Private providers must request and have each course approved.
10
Noting that all other policy regarding the use of ELC remains extant, it is not permissible to use the ELC in concert with the IRTC
for courses supplied by non-approved ELCAS LP.
11
Using the procedure laid down in the SPVA Business Process Guide.
12
In this context, SL who are utilising the ‘standby’ place facility on Career Transition Partnership (CTP) contract funded courses
may not claim ELC as the course is already subsidised by the MOD contract with CTP for the course. Also, ELC is not be used to
pay for Summer/Residential school fees.
13
LP may be eligible to apply for inclusion on the list of Approved Providers by applying to the CSP on the ELC website. The
application process includes the submission of course structures for approval and these may be added to by further submission.
9
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Suppliers List will also be suspended or removed from the approved Learning Providers
List.
i.
The SP must be authorised to undertake the activity and registered in accordance
with sS instructions.
j.
For second and third claims, SP must provide proof that they have completed their
Learning Purpose and have completed the Electronic Course Evaluation (ECE) on ELCAS
website. A separate claim form must be submitted for each year of a course.
k.
If a number of separate courses are undertaken but combine to form a discrete,
single Learning Purpose, delivered by one LP, then ELC can fund the total cost. SP, with
Ed Staff advice, must be able to prove the validity of the proposed combination of courses
in contributing to the Learning Purpose. The PDR enables demonstration that a claim is
part of a PDP.
l.
Only one ELC claim is permitted per Financial Year (FY (1 Apr-31 Mar)) and must
relate to learning that commences that FY. For longer courses, where the academic and
FY are out of sync, it is permissible to use one claim for several modules that count
towards a continuous block of study, which may extend into the subsequent FY. In all
such cases, the start date of each course module must be within twelve months of the
start date of the earliest.
m. ELC is based upon the principle that SP will make a personal contribution. The ELC
contribution will not exceed 80% of the gross course cost. This includes tuition fees and
VAT but excludes food, accommodation, travel and subsistence (which may be claimed
from other sources, based upon sS regulations, but is not covered by ELC) or course
materials, which are the personal responsibility of the SP.
n.
SP will meet their 20% personal contribution from their own resources. The MOD
forbids the acceptance of inducements or incentives from LP including subsidies, free
accommodation, travel, food and equipment.
15. Overseas Resettlement Training (ORT) Application Priority over ELC. Where a
Service Leaver (SL) intends to use their ELC entitlement with ORT, it is the SL’s responsibility to
ensure that they apply for and obtain the ORT authority first. Only on the receipt of a
successful ORT approval authority may the SL make their ELC application. Under no
circumstances may a SL make an ELC application for a non-UK based provider for resettlement
purposes without having first obtained the ORT authority. Failure to follow this policy may result
in the SL not being granted ORT approval with the outcome that they are unable to use their
ELC.
16. Making a claim. Before applying, and having discussed their needs with their Ed Staff
and Chain of Command, SP must consider:
a.
Relevance of the course or qualification to their personal development goals and
choice of funding; as well as resources in terms of time and money required.
b.
Their ability to cope with the pressures of study (or provision of evidence for
assessment), the risk of disruption due to Service life and the flexibility of the study
method.
c.
The time required to process the claim form. Claim forms must be received by
Authorising Ed Staff a minimum of 25 clear working days prior to the course start date.
Equally, the time it will take for a new LP to apply for ELCAS registration.
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17. Effect of assignment. The effects of assignment and forced withdrawal from an ELC
funded Learning Purpose, should be carefully understood by SP. Normally, failure to complete
the course will result in further claims being denied. However, if failure to complete is due to
Service or compassionate reasons that could not have been foreseen at the time of enrolment,
then this ruling will not apply.
18. Importance of completion. First applications for ELC funding will take account of the
likelihood of completing the proposed course of study. Ed Staff will assess this through
interview and any supporting evidence. Should a SP subsequently fail to complete a course of
study, they may have to repay the subsidy. For subsequent claims, a SP’s previous
completion/non-completion will inform the decision as to whether to approve the claim.
Electronic Course Evaluation for previous Learning Purposes is evidence to support subsequent
claims.
19. Admissibility of proposed study/course. For SP, Ed Staff will provide advice as to
whether or not a proposed course qualifies as appropriate use of ELC. If in doubt, Ed Staff
should approach sS Authorities for assistance, who in cases of continuing doubt will seek
direction from the Designated Officer. Where required the SP is responsible for providing proof
that the qualification is at Level 3 or above (or equivalent).
20. Purposes for which ELC may be claimed. ELC may be claimed for part or full-time
higher level study, whether conducted centrally, or through distribution learning. Study must
result in the cost effective achievement of a nationally recognised Level 3 qualification.14 Useful
references are:15
a.
The list of Awarding Bodies approved to make awards accredited by the regulatory
authorities in England, Wales and Northern Ireland as listed on the Register of Regulated
Qualifications, http://register.ofqual.gov.uk
b.

The Scottish Qualifications Authority, http://www.sqa.org.uk/sqa/41278.html

c.
British Qualifications (a guide to educational, technical, professional and academic
qualifications in Britain) and British Vocational Qualifications (a directory of vocational
qualifications available in the United Kingdom).
d.

National Academic Recognition Centre for the UK (UK NARIC), www.naric.org.uk

e.

Universities and Colleges Admissions Service (UCAS) Directory, www.ucas.com

f.
Other national governing or regulatory bodies who recognise qualifications in their
own right e.g. Civil Aircraft Authority (CAA) or the Health and Safety Executive (HSE).
21.

Study meriting ELC support:
a.

Study towards first degrees (including Foundation Degrees).

b.

Study towards postgraduate qualifications, including teacher training.

c.
Other academic study, such as AS/A level study, Higher Educational Institute (HEI)
access courses, or foreign language study.
d.

Professional self-development in addition to that provided in Service training.

14

as defined by the QCF (England, Wales and Northern Ireland), a Level 6 or above on the SCQF (Scotland) or, if pursued
overseas, an approved international equivalent higher level qualification
15
SP should be aware that the burden of proof of the Level of a course rests with them. They should seek proof from their LP.
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e.
Accreditation of prior learning assessment fees, including accreditation of Service
professional skills, leading to partial or complete qualifications providing there is evidence
that the SP has produced new, original work.
f.

Vocational courses, providing there is direct benefit to the Service.

g.

Examination fees for qualifications that meet the ELC eligibility criteria.

h.
Initial registration fees and accreditation fees for professional bodies and institutes
expressly to gain qualifications (such as certificates, diplomas or equivalent schemes of
work rather than categories of membership).16
i.

Refresher training, provided that training results in the re-qualification or re-award.

j.
Courses and qualifications which are required for the coaching and management of
sport or Adventurous Training (AT) in the Services, provided that they are in support of a
SPs PDP. There must be evidence of intellectual development. Cases of this kind are to
be examined by Ed Staff and where there is any doubt, they should be referred to
appropriate sS Authority. SP must prove either that the activity is not provided under the
auspices of Joint Service Adventurous Training Schemes (JSAT) or that a place is not
available on such a course.17 In some cases, qualifications are available through courses
authorised by sS Sports Boards. Ed Staff should check before approving the use of ELC.
k.
Some LP may offer discounts for certain qualifying courses to SP/SL. SP should
ensure any such discounts are fully taken into account in calculating the course fee and
their personal contribution before submitting their claim.
l.
Overseas courses and qualifications may be eligible for ELC support. However, the
LP must be approved through the CSP, and the activities must lead to a qualification
recognised by UK NARIC.
m. Resettlement preparation courses. ELC can be used for resettlement purposes once
a SL has formally commenced their resettlement. Fees for courses or training, which form
part of a SLs resettlement strategy may be eligible for a partial refund as follows:

Ser

Time period eligibility &
admissibility

ELC for educational
purposes (incl personal
development)

ELC for resettlement
purposes

1

Throughout career up to
last 24 months

YES

NO

2

Last 2 years of Service

YES

YES

1, 2

3

Earlier than last 2 years of
Service for those over 50
years of age, or with 30 or
more years Service.

YES

YES

1, 2

1

Providing the SP meets the ELC qualifying criteria and has identified a higher level qualification. The course of study
must be an integral part of, and result, in the cost effective achievement of a nationally recognised qualification at Level
3 (A level and equivalent) and above as defined by the NFQ; a Level 6 or above on the SCQF or, if pursued overseas,
an approved international equivalent higher level qualification.
2

The LP must be on the Approved Provider List held by the CSP.

16

It may well be, however, that the modest scale of expenditure would make SLCs, together where appropriate with IRTC, a more
useful vehicle, thus enabling SP/SL to reserve for future use the larger-scale support which ELCs provide.
17
A list of JSAT courses can be found in, JSP 419: Joint Services Adventure Training Scheme.
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22. Specific Learning Difficulties (SpLD). 18 SP with SpLD may be eligible for funding
support under the ELC scheme. Funding arrangements for an assessment of SpLD are dealt
with under separate sS funding arrangements or through the use of SLC. ELC may be used to
support training designed to assist SP with SpLD.19 The LP must be approved by the CSP.
Where such training is considered to be essential for military Service, however, the costs should
be met from sS training budgets, not through ELC.
23.

Where ELC may not be claimed. ELC may not be claimed for:
a.
Service training. General Service training, courses or qualifications undertaken for
the benefit of a Service branch, trade or specialism.
b.
Civilian Accredited Service training. The funding of qualifications and
examinations of this kind is not permitted. The only case for authorising a partial refund
under ELC in this area is where both these criteria are met:
(1) A minimum of thirty hours of additional work, which is not an integral part of the
Service course syllabus and is completed in the SP’s own time.
(2) An examination, assessment or assignment which is not an integral part of the
Service course syllabus, is assessed by an external assessor and is undertaken by
the SP electively.
c.
Professional bodies and institutes.
bodies or institutes.
d.

Annual membership fees for professional

Course material. Course material, for which there are additional charges.20

e.
Pure sport and AT. All sporting and AT, or courses where the aim is solely to learn
the sport or activity, or improve by undertaking that sport or activity.
Administration
24. Procedure for submitting a claim. Forms are available from the ELC website. SP are
only to use the current version, which ELCAS has placed on the website. The procedure:
a.
Claim Forms must be completed by the SP and countersigned by the line manager
and authorised by Ed Staff before electronic submission to the CSP database. A copy of
all paperwork is held in the SP’s PDR and personal records where appropriate. The claim
process is explained at Annex A.
b.
Claim forms must be submitted to Ed Staff / sS Authority for approval at least 25
clear working days prior to the course start date. SP must ensure there is sufficient time to
receive the CAN, in order to present to their LP before the course starts.
c.
Payments will be made direct to the LP on receipt of a correctly completed invoice on
or after the course start date. LP invoices will be accepted by MOD (through ELCAS) no
earlier than six weeks and no later than 9 months after the SL starts their course. LP must
confirm that the SL has completed six weeks of study. The SP is responsible for meeting
the personal contribution balance ensuring that the personal contribution is rounded up.
Any calculation less than the 20% minimum will be rejected by Ed Staff.

18

As described in Defence Direction on Specific Learning Difficulties contained elsewhere within this JSP.
Where SpLD needs have been formally assessed and diagnosed (noting that assessment leading to a diagnosis comes under
separate sS funding arrangements).
20
Textbooks may be obtainable on loan from the Joint Service Central Library through Education/Learning centres or via sS
arrangements.
19
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d.
Retrospective claims will not be allowed under any circumstances if received after an
agreed course/module start date. Any money paid to LP (as a deposit or to secure a place,
for example) prior to receiving the CAN is paid purely at the personal risk of the SP. When
making a claim, such an amount may count as part of the SPs personal contribution, but
any money that exceeds this amount is not reclaimable under the Scheme. SP are not to
commence a course without first receiving the CAN and presenting it to the approved LP.
SP are not permitted to transfer the CAN to a different course or LP. SP may not pay a LP
and then seek reimbursement directly from the LP on receipt of their CAN.
e.
On receipt of the CAN, the SP is to submit the CAN to the LP and pay the balance of
the total cost of the course. Thereafter, LP will deal direct with the CSP.
Cancellation of CAN and reinstatement of ELC
25. Cancellation. SP may only cancel their place on a course by adhering to the scheme
cancellation regulations. Under certain operational or compassionate circumstances, SP will be
permitted to cancel their course, and their CAN, but only if the LP has not yet sent the invoice to
the CSP. If the LP has sent the invoice, the CSP are obliged to honour it and the SP is then to
follow sS ELC reinstatement regulations. Where approval is given for cancellation, then the
ELC earmarked for the [cancelled] course will not be used. SP who do not follow the procedure
become personally liable for the payment of all fees and other costs due to the LP, and risk
forfeiting their ELC and membership of the scheme.
26. Reinstatement. SP may only withdraw from the course by adhering to the scheme
regulations. Under certain operational or compassionate circumstances, SP will be permitted to
withdraw from the course and have that particular ELC instalment reinstated. The procedure
may well involve money being reimbursed both to MOD and the SP. The MOD will not be held
liable for any losses incurred in the recovery of personal contributions previously made by the
SP to the LP. SP should note that they may not be reimbursed to the full value of the personal
contribution. SP who do not follow the procedure become personally liable for the payment of
all fees and other costs due to the LP, and risk forfeiting their ELC and membership of the
scheme.
27. Amendment. SP may amend their submitted application by adhering to the scheme
regulations governing amendments. What constitutes an amendment can be found at the ELC
website. Under certain operational and compassionate circumstances, SP may be able to
arrange with their LP to extend the duration of their course dates, in order to complete their
qualification. SP cannot transfer their CAN to a different course or start date, unless under
exceptional circumstances, they are authorised to do so by their sS Authority.
28. Service quality assurance process. On completion of a course SP are required to
evaluate their learning using the Electronic Course Evaluation form available via the ELC
website. The CSP will collate evaluations and forward an annual summary report to the
Designated Officer. Failure to complete the end of course evaluation will result in future claims
being denied.
Second and third claims
29. Claims will not be approved without receipt of the required documentation. For SP see
Para 25. For Claimants No Longer in Service, see Para 34.
30. LP may require SP to register prior to the onset of the FY in which the course is due to
start. This is likely to affect SP whose course starts early in the FY (April and May) and those
who may be progressing from one module or element of a course to the next. In such
circumstances, SP may be permitted to submit a claim no more than 3 months before the FY in
which the course is due to start. The Ed Staff will send the CAN, which SP can give to their LP,
with the balance of payment (their personal contribution). SP are to ensure that the LP
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understands that the CAN cannot be honoured until after start of the relevant FY, for which the
ELC instalment is being drawn. The CSP will not accept or authorise invoices before the course
start date.
31.

Submitting a claim. sS ELC claims should be submitted through:

RN

RN/RM Education and Resettlement Officers (EROs), Naval Education and Training
Support Officers (NETSOs) and Naval Resettlement Information Officers (NRIOs) at
RN/RM Learning Centres. Education and Resettlement Staff seeking further
clarification of sS instructions should contact SO3 EL3R, at DII: ‘NAVY TRG HQEL3R RESET SO3C’ (Mil: 93832 5954 Civ: 02392 625954).

Army

Individual Education and Resettlement Officers (IERO), at Army Education Centres,
which must be used by SL on resettlement. Education and Resettlement Staff
seeking further clarification of sS instructions should contact SO3 Pers Ed, at DII:
‘Army EdCap-PersEd-SO3’ or Civ: ‘elc@detsa.co.uk’ (Mil: 94391 7580 Civ: 01264
381580).

RAF

Personal Learning Advisors (PLAs), and Resettlement and Education Coordinators
(REC) at RAF Learning Centres. Education and Resettlement Staff seeking further
clarification of sS instructions should contact SO2 Accreditation at DII:’22TrgGpCTS-AndEWg-SO2’ (Mil:95751 6888 Civ: 01400 266888).

32. Procedure for Claimants no Longer in Service (CNLIS). SL21 may apply within 10
years of their date of discharge. Forms are available at the ELC website and is to be submitted
to sS for endorsement:

RN22

SO3C EL3R Resettlement
NCHQ, Mailpoint 3.3, Leach Building, Whale Island, HMS Excellent, Portsmouth,
PO2 8BY
NAVY TRG HQ-EL3R RESET SO3C@mod.uk
02392 625954

Army

SO3 Pers Ed
D Ed Cap, Army HQ, Ramillies Building, Marlborough Lines, Andover, SP11 8HJ
elc@detsa.co.uk
01264 381565 / 381580

RAF23

Learning Credits Administrator
No 22 (Trg) Gp, Rm 221b Trenchard Hall, RAFC Cranwell, Sleaford, Lincs, NG34
8HB
22TrgGp-CTS-AndEWg-LCA@mod.uk
01400 268183

33. SL claiming after they have been discharged from Service must submit all of the
documents listed below:



Claim Form.
Information about the course.

21

Who meet the eligibility criteria and left Service.
SP still serving are not to use this POC but are to consult the staff in their local RN Education Centre.
23
SP still serving in the RAF are not to use this POC but are to consult the staff in their local Learning Centre. CNLIS are
encouraged to refer to the RAF Learning Forces website for further information.
22

140

JSP 898 Pt.1 (V2.0 Nov 15)




Copy of Service discharge document.
Copy of utility bill (for address).

34. Claims by eligible partners. Eligible partners may submit ELC claims to the sS
Authorities utilising the same procedures as those detailed above for CNLIS.
35.

Payment approval. Approval Authorities are:
RN: NCHQ, Training HQ, DACOS Trg.
Army: Army HQ, D Ed Cap.
RAF: Air Command, 22 Trg Gp, Cmdt CTS.

36. Tax liability. Most courses undertaken by SP will be exempt from taxation either as
income or as a benefit in kind if they can be justified as being ‘work related’. Evidence that the
course has a demonstrable developmental value (for example, within the PDR) will aid the
establishment of a course as ‘work-related’. SP should be able to demonstrate that the
Learning Purpose will directly benefit the Service in order to qualify as ‘work-related’. However,
if in doubt, a SP should always seek the advice of HMRC.
a.
With effect from 2 Sep 12, ELC payments for courses undertaken in the 10 years
after leaving Service will also be exempt from taxation. However, if in doubt, a SL should
always seek the advice of HMRC.
37. Authority for travel and subsistence. There is no entitlement to travel at public
expense, or to claim subsistence allowance, for ELC Learning Purposes, unless the ELC is
used by a SL as part of their resettlement.24 Where ELC is being used in conjunction with IRTC
and/or Graduated Resettlement Time, it may be permissible to claim both subsistence and
travel.25

24
25

in accordance with JSP 534: Tri-Service Resettlement Manual.
in accordance with JSP 752: Tri-Service Regulations for Allowances.
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3.5.3

Further and Higher Education Support for Service Leavers

The Government announced to Parliament on 17 Jul 08 26 a package of cross-government
support to Armed Forces people, their families and veterans,27 which included a commitment to
providing SL with access to a first full Level 3 (GCE A level or vocational equivalent), or a first
higher education qualification (a foundation degree or a first undergraduate degree or vocational
equivalent) free from tuition fees. Subsequently, the MOD engaged with Other Government
Departments (OGD)28 and Devolved Administrations (DA)29 to define and agree the parameters
of this additional Further Education (FE) and Higher Education (HE) support, develop the policy
and implement the proposals.
This scheme has been reviewed by MOD and OGDs to ensure that it correctly meets the needs
of SL. It details revised criteria governing claims for FE/HE support under the auspices of the
scheme (pertinent to submissions after 6 Apr 11) and replaces 2009DIN07-042.
In addition to the Defence Direction regarding the ELC scheme, given above, the following
additional Direction applies to SL seeking to receive FE or HE support using their enrolled ELC
scheme entitlement.
Aims
38.

The aims of the Government’s commitment to FE/HE support for SL are:
a.
To provide full state subsidised tuition fees for eligible SL undertaking their first FE or
HE level qualification. This commitment comprises employer contributions to the Armed
Forces ELC scheme, supplemented by resources made available by partner OGD/DA.
b.
To build on the extensive range of professional and personal development
opportunities made available to SL during a Service career and provide an incentive,
especially to raise their skills levels in preparation for, and on returning to, civilian life.
c.
To enhance the reputation of the Armed Forces by returning high quality SL to the
UK skills pool, by providing the opportunity for them to raise their skill levels by achieving
nationally recognised qualifications in economically viable skills which benefit the nation.

Supported qualification levels
39.
A first full Level 3 or a first HE qualification. The scheme specifically supports the
achievement of a first qualification at either Level 3 or HE. 30 If the scheme is used to achieve a
Level 3 qualification, or the SL has achieved 120 credits at Level 4 in higher level studies, it
cannot be used to achieve a HE qualification. Similarly, although the scheme supports the
achievement of a HE qualification up to that of a full undergraduate degree, it cannot be used to
achieve a degree if a lower level HE qualification such as a Higher National Diploma (HND) is
already held or a higher level qualification at Level 5, 6, 7, or 8. It is, however, permissible for
SL to use the scheme to extend their in-progress31 studies, for example, from foundation degree
studies to a full degree, or if study is for first undergraduate degree (including foundation degree
or an integrated masters degree) as long as this intent is declared at the start of the study.
40. Level 3 or national equivalent. This refers to a full UK Level 3 qualification such as the
achievement of two GCE A levels32 (A2) (passes at A-E) or vocational equivalent.33
26

2009DIN07-042 refers.
Cm 7424 dated Jul 08 - The Nation’s Commitment: Cross-Government Support to our Armed Forces, their Families and Veterans.
Department for Business Innovation and Skills (BIS) and the Skills Funding Agency (SFA).
29
Scottish Government (SG) and Welsh Assembly Government WAG) and the Department for Employment and Learning (DELNI) .
30
Learners are not permitted to take a Masters Degree (unless a Masters qualification is inherent to the initial (Level 4-6)
qualification (Integrated Masters).
31 In-progress studies are defined as a continuous period of study within the initially named subject discipline, without a break.
32
Or in England, Wales and Northern Ireland the equivalent AS levels.
27
28
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41. A foundation degree or full undergraduate degree or vocational equivalent. This
refers to a full UK Level 4-6 qualification based on the Framework for HE and Qualifications
(FHEQ) in England, Wales and Northern Ireland and the Scottish Qualifications Authority (SQA)
for Scotland; for example, a first undergraduate degree (including foundation degree) or Higher
National Certificate (HNC) or Diploma for which the entry qualification is lower than a degree
and which normally takes place at a publicly funded institution.34 Individuals holding equivalent
international higher level qualifications, such as an undergraduate degree, will not be eligible for
support.
Features
43.

The additional features of the FE/HE support scheme are:
a.
The FEHE scheme will not be retrospectively applied to SL who left Service before
17 Jul 08. SP who left on or after 17 Jul 0835 are eligible, if they meet the qualifying
criteria.
b.
If a SL’s ELC has already been exhausted, or are used up during the course of
supported studies, the commitment to fund the full tuition fees for eligible SL, transfers to
the relevant OGD/DA.
c.
Only UK institutions delivering publicly-funded FE/HE qualifications must be
approved LP for this scheme. If not already listed as an ELC approved LP, they must
apply for ELC provider status and agree to work within the specific administrative
requirements of the ELC scheme. UK based LPs delivering non-publicly funded FE/HE
qualifications are ineligible. In all cases, the final decision regarding eligibility for course
funding rests with the relevant OGD/DA, with consultation by authorising Designated
Officer or Ed Staff.

Eligibility criteria
44.

In addition to eligibility for the ELC scheme and in order to take up this support, a SL must:
a.

Have left Service on or after 17 Jul 08.

b.

Only apply for either a first full Level 3 or a first HE qualification (Level 4-6).

c.

Meet the residency requirements specified by the relevant OGD/DA.

d.

Be in Resettlement, or no longer in Service.

45. Transfer of eligibility to spouse or eligible partner. In addition to the criteria for ELC
already stated, a spouse or eligible partner must:
a.

Be in a position to benefit from the support.

b.

Meet the residency requirements specified by the relevant OGD/DA.

46. Residency requirements. This full state subsidy is available only to eligible ELC
members who reside in the UK. To qualify SL must have been resident in the UK for at least 3
years, prior to the start of the course and they must continue to remain in the UK until the
33

As defined by the QCF (England, Wales and Northern Ireland); or in Scotland a Level 6 qualification (SVQ Level 3) on the SCQF.
In Scotland the equivalent qualification is a HNC, HND or a first undergraduate degree, undertaken at a FE college or HEI.
35
Includes death or confirmation of Medical Discharge and any subsequent decision to transfer the support to eligible spouse, civil
or entitled partner on or after this date.
34
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qualification completes (overseas Service counts towards UK residency). SL who reside
outside the UK after leaving Service do not qualify for this UK based support. If, however, they
return to reside in the UK they may be eligible for support within any remaining 10 year window
but only after having first completed a minimum of 3 years residency. Funding responsibility lies
with the OGD/DA region within which the SL has established their residential status. If an SL
moves between regions (for example, from England to Wales) funding responsibility remains
with the initial department, until 3 years residence has been completed in the new location. It is
also possible that some SL may have resided overseas in excess of 3 years whilst on Service
duty prior to application.
47. Foreign and Commonwealth people. This support is available to eligible Foreign and
Commonwealth (F&C) SL including Gurkha SL residing in the UK and who must meet the
residency requirements. In addition, F&C people who have left Service will also be required to
meet the relevant OGD/DA requirements in regard to settlement and citizenship in the UK to
attract funding. The residency and citizenship rules for dependants are different. For further
guidance, covering members of the Armed Forces and their dependants, see
www.bia.homeoffice.gov.uk/sitecontent/documents/policyandlaw/IDIs/idischapter15/
48. F&C SL who have been medically discharged prior to achieving 4 years qualifying service
are still required to meet the residency requirements specified by the OGD/DA before they can
apply to study using this support. Medically discharged F&C SL who have achieved eligibility to
access the scheme and are remaining in UK may apply to commence studies after the required
residency period has been achieved. In exceptional circumstances, it may be possible for a SL
to submit a case to the relevant OGD/DA for exceptional treatment; with the decision resting
with the OGD/DA, not the MOD.
Education provision attracting support for SL
49. This support is targeted at eligible SL who will derive the most benefit either during their
last 2 years of service (their resettlement phase) or for up to 10 years after discharge.
Application may be made for either part-time36 or full-time study and SL must have enrolled to
undertake an eligible first full further or higher level course of study (level 4-6) or vocational
equivalent (level 4-6) which results in the achievement of a nationally recognised qualification.
Only qualifications listed on website links below are eligible for support:
a.

FE (Level 3 or national equivalent):
(1) England, Wales and Northern Ireland. Learning Aims Database
(http://providers.SFA.gov.uk/) for full Level 3 qualification, that is a qualification
equivalent in size and breadth to two GCE A-Levels or vocational equivalent, or a
qualification that if achieved would mean the SL has reached the full Level 3
threshold. Full details at, http://register.ofqual.gov.uk/ . Additionally, for Wales,
http://wales.gov.uk/docs/dcells/publications/090115creditsleafleten.pdf
(2) Scotland. Working towards a first Level 6 qualification (SVQ Level 3) within
the Scottish Credit and Qualifications Framework (SCQF). The qualification must
be delivered by a FE college, holding a valid registration with the National Learning
Opportunities Database (NLOD). Full details at, www.sqa.org.uk

b.
HE (HND, foundation degree, full undergraduate degree (including integrated
Masters degree) or national equivalent):
(1) England and Wales. Working towards a HE course at levels 4-6 on the
FHEQ. Full details at, http://register.ofqual.gov.uk and www.qaa.ac.uk

36

SL must undertake at least the equivalent of 25% of a full time course.
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(2) Scotland. Working towards a HE course at levels 7-10 on the SCQF, holding
a valid registration with NLOD. Full details at, www.sqa.org.uk
c.
Private Pilots Licence and courses not listed on the national databases.
Qualifications not included on the national databases do not attract support. These, for
example, may include some categories of sport or outdoor skills, flying such as pursuit of
a Private Pilots Licence and the wider range of ‘industry standard or vendor’
qualifications which are not accredited by a UK nationally recognised Awarding Body.
50. Accreditation of Service courses. SP who have attained Level 4+ qualifications purely
by dint of completing Service training courses, which have been accredited by the relevant
civilian awarding body, may still be eligible to apply for support. MOD will confirm with
BIS,37 the status of these courses, on a case by case basis.
51. Foundation/Introduction to HE courses.
SP who undertake a Foundation
Year/Introduction to HE course will be allowed to continue with it through this support, provided
that they give an undertaking that they are completing the foundation year/intro to HE course as
preparatory work for a full degree to commence immediately after the end of their initial studies.
Approved LPs
52. LPs are limited to approved publicly funded institutions in England, Wales, Scotland and
Northern Ireland .38 The relevant national bodies and websites39 are:
a.

FE:
(1)

England - The Skills Funding Agency (SFA). www.ukrlp.co.uk

(2) Wales - The Welsh Assembly Government
http://new.wales.gov.uk/topics/educationandskills/?lang=en
(3)

(WAG)

(DCELLS).

Scotland - Scottish Funding Council (SFC). www.sfc.ac.uk

.
b.

HE:
(1) England - HE Funding Council of England (HEFCE).
www.direct.gov.uk www.ucas.ac.uk

www.hefce.ac.uk

(2)

Wales - HE Funding Council of Wales (HEFCW). www.hefcw.ac.uk/index.htm

(3)

Scotland - Student Awards Agency for Scotland (SAAS). www.saas.gov.uk

53. Having identified a LP, the onus is on the SL to first check that the provider is eligible to
participate in the scheme. If the FE/HE Institute (HEI) is not already listed on the ELC website
as an approved publicly-funded LP, the institution may apply to join the scheme. This will
require the LP completing an application and agreeing to participate within the rules of the ELC
scheme. To comply with audit procedures a new LP’s details will be referred by ELCAS to the
relevant national education authority for verification. Full details of LP status can be obtained
from ELCAS at the ELC website. New LPs will, therefore, be added progressively to the ELC
approved database on evidence of student demand.
Administration
37

[UK Central Government] Department for Business, Innovation and Skills.
SL must use approved English, Scottish, Welsh or Northern Ireland based LPs delivering publicly-funded FE/HE qualifications
listed on the national databases. If, for the purposes of this support, a LP is not already listed as approved ELC LP, the SL must
first apply for approval through ELCAS.
39
The websites are not exclusively limited to publicly funded institutions; they also contain ineligible non-publicly funded LP.
38
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54. In the case of courses funded by BIS or DA, MOD (the relevant sS) will initially pay the
course fees in full for each FY. BIS or DA contribution will be refunded to MOD for
reimbursement to sS TLBs. However, the SFA will pay funds to cover course fees directly to
the institutions for courses that they are supporting and no payment or refund action is
necessary by MOD. Before applying, SL must consider:
a.

Relevance of the course or qualification to development goals and funding choice.

b.
Their ability to cope with the pressures of study (or provision of evidence for
assessment), particularly during Resettlement, and the flexibility of the study method.
c.
The time to process the claim form as Ed Staffs may make enquiries about the Level
of the proposed qualification and/or the LP may have to apply to ELCAS for registration.
The ELCAS registration process is dependant on a range of external factors and therefore
may take a significant length of time.
55. The effects of any assignment within the resettlement phase and withdrawals from the
scheme should be carefully understood. Normally, failure to complete the activity will result in
any further application being denied. However, if failure to complete is due to Service or
compassionate reasons that could not have been foreseen, then this ruling will not apply.
Making an application / claim
56. SL can apply on entering their resettlement phase,40 or for up to 10 years after leaving
Service. Officers from the age of 50, or Other Ranks who have completed in excess of 30 years
Service may register for resettlement support prior to the 2 year point in accordance with ELC
and resettlement policy.
57. Forms are available from the ELC website. Current forms (as published online) must be
completed by the SL and countersigned by line managers and appropriate Ed Staff. Claims are
not to be submitted directly to ELCAS. A copy of the form and interview record is to be held in
the SLs Personal Development Record (PDR) and personal records where appropriate. A
separate claim must be submitted for each year of a course. The application and claim
process is described at Annex B.
58. The claim form must state the cost of the tuition fees to be paid; for longer courses this is
to be calculated by each FY, so that the cost is evenly spread. The course fee must include any
existing discounts or fee reductions. The claim form must state the MOD contribution (up to a
maximum of £1k or £2k depending on tier eligibility) with the remaining balance (the amount
which would have equated to the individual’s personal contribution). The two amounts, when
added together, should total the course fee quoted by the LP. As normal, the ELC contribution
will in no case exceed 80% of the gross course cost (tuition fees only). This includes VAT but
excludes payment for food, accommodation, travel, subsistence and course material, which are
the SLs responsibility. The OGD/DA will meet the minimum 20% cost towards the tuition fees.
Where all ELC has been exhausted but the SL still qualifies for full state subsidy then course
tuition fees will be met in full by the OGD/DA with no MOD contribution.
59. On receipt of a properly completed and authorised application, the sS Authority will send a
Claim Authorisation Note (CAN) to the SL. The CAN is effectively a promissory note to the LP
that the SL is eligible to receive fully subsided state support. All applications for study must be
submitted at least 25 clear working days prior to start course date. The SL must ensure there is

40

Notwithstanding the general tenet that SL enter their resettlement phase at the start of their last 2 years of service, in many cases
this is unlikely to align with the start date of courses. Therefore, SL may be authorised to commence a course under this scheme
some months earlier if all other requirements are met. In these cases direction should be sought from the sS ELC managers and/or
People-TESRR-Skills in TESRR.
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sufficient time to receive the CAN and present it to their chosen LP before the course starts,
which, for many LPs, means the CAN must be submitted before final course registration date.
60. All payments will be made direct to the LP by MOD on receipt of a correctly completed
invoice once the applicant commences the course. LP invoices will be accepted by MOD
(through ELCAS) no earlier than six weeks and no later than 9 months after the SL starts their
course. LP must confirm that the SL has completed six weeks of study.
61. Under no circumstances are SL to pay towards the cost of their tuition, including deposit or
registration fee. SL will not be able to claim a refund for any money paid to a LP. SL are not to
commence a course without first receiving their CAN and presenting it to their approved LP.
Furthermore, SL are not permitted to transfer their CAN to a different course or LP. SL cannot
pay upfront to a LP and subsequently seek reimbursement from MOD on receipt of their CAN.
If SL do not complete the initial first six weeks of study, the OGD/DA will not fund any tuition fee
costs owed to the LP and the payment of all costs become the responsibility of the SL.
62.

sS points of contacts are in accordance with ELC Direction.

63. Length of support. Support will be made available until normal completion date of the
course of study. In some instances such as illness, compassionate circumstances or the SL
being deployed during Resettlement or after Service (on transfer to the Reserves), it may be
possible for the support to be made available beyond the normal length of the course of study.
64. Evaluation and achievement tracking. In accordance with ELC Direction, ELCAS will
conduct an evaluation of LP training and support including site visits and student feedback.
65. Self-declaration. SL are required to complete the Self-declaration [on the application
form] confirming that they are eligible to receive support41 and that by receiving the support it is
their intention to complete the full qualification. They must also declare that they meet the
residency and citizenship/settlement criteria. Ed Staffs are to advise the SL as appropriate on
what constitutes eligibility but it will be the SLs ultimate responsibility to ensure they understand
and fully comply with the scheme Direction. SL should also be able to provide documentary
proof from JPA or through the Learner Records Service once in receipt of a Unique Learner
Number.
66. Cancellation and withdrawal procedures. SL that have used up their ELC and are
claiming full state subsidy and do not comply with cancellation and withdrawal regulations, risk
forfeiting their membership of the ELC scheme and thus their access to the FE/HE support
scheme. SL are also subject to the criteria laid down by the OGD/DA, who will not fund any
tuition fee costs owed to the LP, by SL who does not complete the first six weeks of study. See
Para 60.
67. SL re-entering Full Time Service. SL who take up the FE/HE Support scheme offer
during their resettlement, and subsequently remain in or re-enter Service may, with the
agreement of the OGD/DA, continue with their chosen qualification until completion without
incurring any financial penalty. 42 The sS Authority must take account of the study and its
duration and be prepared to endorse and support its continuation to completion. However, such
SL will forego any further state support under this commitment on finally leaving Service, having
used up their opportunity to draw down fully subsided tuition fees. Alternately, the LP and
OGD/DA may agree to defer the completion of the course, for which final authority rests with the
OGD/DA. A record is to be retained by the CSP if such circumstances arise.
68. Other funding streams. SL are not permitted to claim any other source of MOD funding
including the IRTC or SLC related to any application made under this scheme.
41

For their first full Level 3 or first HE qualification level 4-6.
This may require the SL to change the course to a part-time/blended learning basis, possibly with an alternate provider
transferring CAT points and so forth.
42
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69. Cost recovery process. JSP 36843 sets out the policy and process for TLBs to recover
costs from OGD and Agencies in accordance with HM Treasury guidelines, ‘Managing Public
Money’. ELCAS will provide a quarterly report to sS TLB budget managers, copied to OGD/DA,
to enable recovery action between OGD/DA and MOD.
Annexes:
A.
B.

43

ELC Scheme Process for SP and LP.
FE/HE Support Scheme Process for SL and LP.

JSP 368: The MOD Guide to Repayment.
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Annex A to Pt 1, 3.5.2: ELC Scheme Process for SP and LP
1.

SP/SL identified course of learning in
liaison with Approved LP

Key LP activities

Notes
2.
SP/SL completes ELC Claim
Form (form ELC 005.01) See notes 1&2

1. All claims must meet the eligibility criteria as outlined in the
current JSP and on the ELC website.
2. All forms required for the ELC process are available from
the ELC website.

3.
Claim rejected

3. All claims must be received by Ed Staff/sSR, 25 clear
working days prior to course start date.

4.

Authorised Ed Staff/sSR checks
eligibility of SP/SL and processes
claim online if applicable.
See note 3

4. The Claim Authorisation Note (CAN form ELC 005.02)
confirms that the SP will receive ELC support to fund their
chosen course with the identified LP. LPs should not accept
confirmed bookings from SP unless they have received the
original CAN (form ELC 005.02) and 20% personal
contribution from the SP. LP should not accept a booking
for a course, other than that detailed on the CAN (form ELC
005.02).

5.

Ed Staff/sSR sends SP/Ex SP a
CLAIM AUTHORISATION NOTE
(CAN form ELC 005.02)
See note 4

5. Invoices should be addressed to the MOD and must
include:

6.

SP/SL books course of learning with
the LP, pays minimum 20% personal
contribution/deposit and passes the
CAN (form ELC 005.02) to the LP as
authority to proceed
See note 4

The Invoice Number
The LP Number
The unique number (Claim Number) shown on
the CAN (form ELC 005.02)
The SP Service Number
The LP own course code
Confirmation that the SP has paid the
minimum of 20% of the course fee
6. Invoices must be received by ELCAS on or after the
course start date and within nine months of the course start.
date.
An example invoice is available from the ELC website.

LP sends invoice addressed to
Director General Financial
Management Shared Service Centre
to ELCAS (after course start date)
See notes 5 to 9

7. The amount claimed should include VAT or indicate that
VAT is not applicable, and should not exceed the value of
the CAN.

8.

Within 15 working days of receiving
an invoice ELCAS checks invoice
against approved Claim record and
passes to relevant MOD Budget
Manager. The Budget Manager
authorises the data and then passes
on to the Director General Financial
Management Shared Service Centre
for Payment

9. Where a SP withdraws from the course before a payment
file has been generated to the LP, by ELCAS, then the
cancellation process should be followed. Where a SP
withdraws from a course after a payment file has been
generated to the LP, by ELCAS, the reinstatements process
should be followed. Both of these processes are outlined on
the ELC website.

9.

MOD Director General Financial
Management Shared Service Centre
makes payment to LP and issues a
remittance. (Please note that once
DGFM SSC receive payment
instruction, it may take 30 days for
payment to be made)

7.

Invoices for
unauthorised claims
and/or missing the
required information
returned to LP

SP/ SL submits Claim Form (form
ELC 005.01) to Line Manager/CO
and Ed Staff for approval
See note 3

8. The LP invoice number will be quoted as the bill reference
on the remittance sent by MOD.

Glossary
ELC website refer to ELCAS = Enhanced
Learning Credits Administration Service
LP = Learning Provider
sSR = Single Service Representative
Ed Staff = Education Staff
CAN = Claims Authorisation Note
DGFM FM SSC = Director General
Financial Management Financial
Management Shared Service Centre
SL = Service Leaver

Complete
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Annex B to Pt 1, 3.5.3: FE/HE Support Scheme Process for SL and LP

SL identifies learning requirement
for first full Level 3 (GCE A level
or vocational equivalent), or a first
HE qualification (a foundation
degree or a first undergraduate
degree or equivalent, Level 4-6)
free from tuition fees

SL completes claim form confirming:
 Member of ELC scheme
 At least 4 years ELC service
 At least 4 years full time service
 Meets residency requirements
 First full level 3 or first HE qualification (Level
4-6)
 Left service or entered resettlement phase on
or after 17/07/08
 Eligible LP used
 Ensuring claim form will reach sSR 25 clear
working days before course start date

SL identifies eligible LP
providing appropriate course

SL submits claim form to sSR who
signs to confirm that

Claim is completed correctly

Course is eligible

LP is eligible

SL is eligible

SL country of residence correct

Identification of FE / HE correct

Learning will be at least the
equivalent of 25% of a full time
course

Claim OK for
submission

No

Claim Query or
Claim
Reject?

sSR explain query reason to SL
and request amendment(s) to
claim form
Query

Reject

Yes
Claim signed by sSR to
confirm all details can be
accepted

Refer back to sSR either for
claim reject or for over ride
submission only if within 5 days
of course start date

End of Process
Yes

sSR to process
online

No

Override authority
with claim?
Rejected or overridden by sSR?

Yes
sSR enter claim onto ELC database and carry out the following
validations
 Member of ELC scheme
 Sufficient eligible service
 SL signature present and signed before line manager and /
or SSR
 Eligible LP
 Course dates correct
 SSR signature present and correctly dated
 Unit Stamp present
 Country of residence confirmed
 Claim monetary amounts valid
 Identify whether ELC + OGD or OGD only

Rejected by sSR
Over ridden
End of Process

Reject

No

Claim ok for
authorisation?

Reject or query?

Query
Continued on next
page

Refer back to SSR explaining
reason for reject. Mark
database record as claim
rejected.

Complete

Refer back to SSR explaining
reason for reject. Mark
database record as claim
rejected.

SSR makes appropriate
amendments to claim
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Continued
from
previous
page

SL cancels course –
cancellation / reinstatement flows

SL books course, not paying
any money to provider but
using CAN as proof of future
payment

sSR issue
CAN to SL.

LP Sends invoice to ELCAS as follows

Invoice payee = DGFM, MOD

Dated at least six weeks and no later than 9
months after start date

Confirm whether course is FE or HE

Confirm that the learner is participating and
undertaking the learning effectively at the point
of invoice

Confirm learner is undertaking at least the
equivalent of 25% of a full time course

Course starts (Invoice
cannot be submitted by
LP until 6 weeks and no
later than 9 months after
course start date,
invoice must be dated
as such)

ELCAS enter invoice details onto database and carry out the
following validations

Invoice payee identified as DGFM (MOD)

Invoice date at least six weeks after course start

Invoice matched to claim by either claim number or
service number

LP code matches claim LP code and allocation

OGD amount matches CAN

ELCAS amount matches CAN

VAT amount <= prevailing VAT rate

FE / HE matches CAN

LP confirmed learner has effectively undertaken course

LP confirmed learner is undertaking at least the
equivalent of 25% of a full time course

LP amend
invoice as
appropriate

Query

Invoice OK for
authorisation?

No
Invoice OK for
authorisation?

ELCAS output
consolidation report
(quarterly) confirming
reclaim requirements
(based on residency
and FE / HE data) to
budget office and
OGD/DA

ELCAS output payment file splitting
payments by service. Payment files sent to
appropriate budget office. Pay file detail to
include claimant country of residence and
whether course FE / HE to allow budget
office to correctly identify reclaim source

Invoice OK for
authorisation?

Query

Refer to working ELCAS
005/0 Payment Queries

Reject

Refer back to LP
explaining reason
for reject

End of Process

Budget office raise
request to invoice
quarterly to each OGD
through DGFM FM SSC

DGFM arrange for reclaim
via invoice
England FE
England HE
Scotland FE
Scotland HE
Wales FE
Wales HE
Ireland FE
Ireland HE

DGFM FM SSC pays
LP

Glossary
OGD = Other Government
Departments
ELCAS = Enhanced Learning Credits
Administration Service
FE = Further Education
HE = Higher Education
LP = LP
WD = Working Days
sSR = Single Service Representative
CAN = Claims Authorisation Note
DGFM FM SSC = Director General
Financial Management Financial
Management Shared Service Centre
SL = Service Leaver

Refer back to LP
explaining reason
for query

DGFM send monthly
spend return to sS
Budget Office

DGFM send reclaim
update to sS Budget
Office

Complete
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