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ALS – Recording Process and Claim Procedures

Session Ground Rules 

All opinions and experiences are valid

You get out of it what you put in

Safe space – anything said will not go any further – although is being recorded for 
future use

Shout out or use chat when questions asked – whichever works for you – 1 
volunteer to verbalise any chat questions

Opportunity to share your experiences and best practices

Explore how you currently work

Explore what you could change to make your working life easier

Learning Philosophy – Emotions – Motivation – Brain 3



ALS – Process and Procedures

In this Training Session, we will cover the Funding Regulations and the Claims 

Process and what you need to do for us to claim the ALS Funding to which we are 

entitled.

This is not an extra admin burden that we are implementing, instead it is what 

we should have been doing from day 1.

COMPLIANCE WITH THE ALS FUNDING PROCESS IS NOT OPTIONAL, FAILURE TO 

FOLLOW THE PROCESS WILL RESULT IN LOST INCOME 

Faculty Managers will be conducting Audits and during the Trial there will be 

100% Audit by Suzanne
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ALS Funding – ESFA Guidelines
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To meet ESFA guidelines for funding we must -

• Carry out an assessment to identify what support the apprentice needs;

• Deliver support and review the apprentice’s progress/continuing needs;

• Record and gather appropriate evidence to show that support has been given and 

relevant outcomes are recorded;

• Report in the ILR that the apprentice has a learning support need and what that 

support need is.



ALS Assessment
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We have to evidence the Initial Assessment and the assessment decision; this is a combination of 

the following –

1. Apprenticeship Application declaration of ALN / EHCP Notification

2. FS Initial Assessments – set up by Welcome and Success Team

3. FS Handwritten writing exercise – Completed at Pre-Induction Interview

4. Pre-Induction Interview – explore the requirements of the Individual

This is then passed on by the Enrolment Coordinator to the Group Learning Support Team for a 

SENCO to make the decision as to what support should be needed and whether we can claim the 

ALS Funding. 

Once that decision is made and the enrolment is completed then the Performance Coach must 

complete the ALS Support Plan at Induction.

Diane Wilson - EHCP

Sian Robins - ALN



ALS Support Plan
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At the Induction meeting the Performance Coach must

complete the ALS Support Plan on Promonitor – much of this

can be completed in advance, and where the Learner has an

EHCP it should be completed by GLS.

The ALS Support Plan details the reasons for the ALS Support,

the required adjustments and the planned support

Once completed this can be ‘printed’ and added to the ALS tab

on Smart Assessor for easy access for yourself – good practice

to review the ALS needs before each visit.

It can also be amended as the Learning Support evolves for

the Learner.



ALS Support Delivery & Monthly Learning Support 

Reviews
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Once you have your Learning Support Plan in place then you need to deliver on it – and record

that you are doing so. We need to know what support above and beyond the normal support you

would give to a non-ALS learner is being provided.

This could be extra time on visits, extra 121 tuition or individual FS Tuition from a GLS Specialist,

it could be extra visits, alternative methods of KSB Evidence gathering – which carry a time cost

to you - or any combination of the above.

Support given needs to be logged on PROMONITOR as Step In Interventions on the Transition

Support Visit option – Learner tick box must be ticked!

Evidence can ALSO be added to Smart Assessor in the ALS/ALN Tab, but it also needs to be added

to the ALS Excel spreadsheet for the monthly claim to be made – this will be 100% compliance

audited.

You also need to have a monthly ALS Review with the Learner, confirming whether what you are

doing is working, whether anything needs to be changed and that the Learner is

happy for the ALS Claim to continue – this needs to be completed on the ProMonitor

Learner Support Review form.



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Share Point – Our Systems - Promonitor

Set up Learner Groups – Name it – Add ALS Learners via Search

ALS Support Plan – Prefill as much as you can and complete on Induction

ALS Support Given

Monthly ALS Support Review

ALS Excel Spreadsheet for Espirals data



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Share Point – Our Systems - Promonitor



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – create new tutor group



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Name and code the same – ALS YY/YY Your Name



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Click ‘Add Students’ via either link



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review

Promonitor – search via surname / Learner number then tick to select, scroll down and click Add
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PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – repeat to add all of your ALS / EHCP learners



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – click on Learner name, then drop-down Support Needs to Support Plan



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Fill out Support Plan and SAVE



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Fill out Support Plan and SAVE



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Support Reviews – Quarterly – complete once Formal Review is done, every 12 weeks



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Promonitor – Monthly Meeting / Intervention and Review



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Monthly Meeting / Intervention and Review – Add New and complete details, SAVE to create the

meeting, then you can access it and fill in the details



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Monthly Meeting / Intervention and Review – click meeting and add details – ensure Read and Agreed by

Student is ticked – do this when with the student.



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Monthly Meeting / Intervention and Review – complete rest of notes – detail of support given



PROMONITOR – ALS Support Plan / ALS Support / 

Monthly ALS Support Review
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Monthly complete ALS Claim EXCEL SPREADSHEET – BEST TO DO THIS AS SOON AFTER THE LEARNER

MEETING AS POSSIBLE



ALS Support – once Learning Aim Completed
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Once the Learning Aim for which we are claiming ALS has been completed – and if no

other LAS support is required for another Learning Aim – then we need to stop the ALS

Claim.

This is done by emailing the GLS Team with a request to end the ALS Funding, you will

need to include the evidence of the Learning Aim Completion and they will then close

down the ALS Funding Claim.



Useful Links
External Links and Resources

 DofE - Exploring the funding and support for apprentices with additional support needs -
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/697649/Exploring_the_funding_and_support_for_apprentices_with_additional_suppo
rt_needs.pdf

 DofE – Apprenticeship funding rules August 2023 to July 2024 -
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/1155957/Apprenticeship_funding_rules_2324_Version_1.pdf

 ETF Foundation - Supporting Learners 100+ Strategies - https://www.et-
foundation.co.uk/wp-
content/uploads/2022/12/Supporting_learners_with_additional_needs_-_23_Aug_2018.pdf

 IfATE - END-POINT ASSESSMENT REASONABLE ADJUSTMENTS GUIDANCE -
https://www.instituteforapprenticeships.org/quality/end-point-assessment-reasonable-
adjustments-guidance/
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Any questions?
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ETFOUNDATION.CO.UK

AWD@ETFOUDNATION.CO.UK 

Apprenticeship Workforce Development 
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