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ARC Checklist/Guidance Notes for WDF evidence submission 2017-18 

 For unit summary sheet/s or certificate/s
	Evidence item required
	Check/s needed
	Notes/examples

	Employee 

name
	· First name and surname match ULN
· Spelled correctly and consistently
· Must be legible. 
	Units must be submitted with name exactly matching those on Learner Records Service (LRS). Has your training provider checked? If ULN and name do not match all units will be rejected.

	ULN
	· Must be stated and have 10 digits

· Must be different from the registration no.
· Must be legible
	Claims will be rejected if ULN incorrect.
ULN must be hand-written on every document e.g. if certificate does not contain ULN.

	Candidate Registration No.
	· Must be unique and correct to individual. 

· Is different to ULN
	Claims will be rejected if Reg. No. incorrect, e.g. duplicate with another candidate

	Unit codes
	· Must be from Skills for Care Acceptable Units list

· Can be handwritten on certificates, against title of unit/s
	Not RITS code

Not ‘Unit 1’, ‘Unit 2’ etc.

Check unit has not already been claimed, e.g. for a prior qualification, or in previous year. A unit can only be funded once.

	Unit title
	· Matches unit code

· Title must be in full as on Skills for Care Acceptable Units list
	Some units have similar titles but different codes. Incomplete titles can result in unit rejection.

	60 credit limit per employee per year
	· Unit credits per learner per funding year must total 60 or less
	Claims submitted with more than 60 credits for a learner will be rejected in full.

N.B. Level 5 Diploma units may need claiming over two WDF years.

	IV/IQA signature and date
	· IQA signature and date must be present on unit summary sheets. 


	2016 units are not eligible for 2017-18 year, only units signed off/certificated 01.01.17 to 31.03.18
Dates must be legible


ARC Checklist/Guidance Notes for ARC WDF Claim form

*All fields must be completed in order for claims to be processed*

	Item required
	Check/s needed
	Notes/examples

	Page 1 - Establishment NMDS
	· NMDS no. must be written in

· NMDS number matches name and address on form

· This NMDS is an ARC Partner

· NMDS is updated for 2017-18, before claims are submitted
	NMDS helpine is 
0845 873 0129

(direct 0113 241 0969)

You can also email 

nmds-support@skillsforcare.org.uk

New ARC WDF Partners can be added by completing a Members Declaration

	Total value of claim
	· In £s
	£15 per credit x no. of credits
Or full qualification amount on final completion, ie RQF L4.

	Signature and details
	· Must be the nominated contact with ARC WDF

· Must be signed (not typed)
	Changes to nominated contact/s must be notified to ARC WDF in advance.

By signing the Claim Form the named person is accepting responsibility for correct claims submission

	Date
	· Must be included
	

	Page 2 - Learner details 
	· Learner must be based at workplace stated on claim form.

· All details must be completed

· Learner details must match evidence enclosed
	

	Qualification
	· Tick relevant box/es
	Use qualification title, not course code no.


Final checklist - Does your claim contain?:

	ARC WDF Claim Form – one per establishment/NMDS
	

	Employee’s name
	

	Employee’s ULN (Unique Learner Number) 10 digits
	

	Employee’s Registration Number
	

	Awarding Body name
	

	Training provider name
	

	Unit codes  - from Acceptable Units list
	

	Unit titles – from Acceptable Units list
	

	Units certificated or signed off in 2017-18?
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