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1.0 Policy intent

The strategic aim of this policy is to provide clear and up-to-date information on the provision available to ensure all 

learners have the opportunity to learn and achieve well, through a personalised and innovative experience which is 

responsive to their diverse needs, and how to access this.

2.0 Scope of policy

This policy applies to all learners in England that are considered to have learning support or special educational needs 

(SEN).  This policy and procedure cannot be viewed in isolation and must be read in conjunction with the following 

documents and policies: 

 » Aspiration Training Complaints, Compliments and Comments policy

 » Aspiration Training Equality and Diversity policy

 » Aspiration Training Initial Assessment policy

 » Aspiration Training Teaching, Learning and Assessment policy

3.0 Impact on the learner

The implementation of this policy will ensure early intervention identifies and delivers the right support as soon as 

possible, inclusive practice removes barriers to learning and development, and the development of Coaches’ / Tutors’ 

skills and strategies to meet the needs of learners, supporting them to achieve well. 

4.0 Glossary of terms

EHCP Education and Health Care Plan 

ESFA Education and Skills Funding Agency

ISP Individual Support Plan

JCQ8 Profile of learning difficulties, used with learners where an EHCP is not in place

SEN(D) Special Educational Needs (and Disability)

Smart Assessor e-Portfolio and Virtual Learning Environment (VLE)
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5.0 Definitions

5.1 Learners with learning / special educational needs:
As defined in the ESFA funding rules 2021, learner support funding is available in order for the provider to put in 

place reasonable adjustments for apprentices who: 

 » ‘have a learning difficulty or disability as defined in Section 15ZA(6) of the Education Act 1996’ or;

 » ‘apprentices who have not previously had a learning difficulty or disability identified, but in relation to whom the 

main provider has identified a learning difficulty or disability (as defined in Section 26 15ZA(6) of the Education Act 

1996) that would directly affect the apprentice’s ability to complete their apprenticeship.’

5.2 Learning needs support:
Learning needs support is that which is delivered over and above what is normally provided, and is delivered by 

a specialist Coach.  This includes any support given to learners with the aim of progressing and developing them 

towards achieving a learning aim.  This does not include support to deal with everyday difficulties which are not directly 

linked to their programme of study. 

5.3 Support systems:
Learners have access to two systems of support; the first to support the identification  of the learners’ ability in 

certain topics which may be indicators of more significant learning needs and the second  specifically to support with 

strategies for learners with additional learning needs. 

Our Learning Hub assessment resources allow us to identify learners who may have a lower levels of literacy and 

numeracy which could be indicative of previous undiagnosed or unknown learning needs..  Results from these 

assessments allow Coaches to further explore what levels of support are required. 

Learners with learning needs also have access to Do-It-Profiler.  Following a response that indicates a support need, 

learners complete an assessment which produces a band report.  This report identifies the specific needs the learner 

has, and is reviewed with the learner at their next visit to inform discussions about how Aspiration Training (England) 

can support them.  This might include resources and techniques for learners to adopt and complete throughout their 

programme, either independently or with their Coach / Tutor during a session.  It is important to note that the Do-It-

Profiler does not provide a diagnosis, but identifies specific areas that require development and provides learners with 

mechanisms to support them with the skills they need during their programme and into their working life. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1092603/2223_Provider_Rules_Version_1_Final.pdf
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6.0 Procedure for identifying and  
delivering learning needs support

Pre-screener assessments are completed at enrolment to ensure early identification of needs. 

6.1 Assessment and identification of support needs:

6.1.1 Work based learning

A pre-screener questionnaire is completed with learners by a member of the Business Development team completing 

the enrolment. Any potential Learning Support / SEN needs are flagged at this point. Should no support need(s) be 

identified, the enrolment will continue without a Learning Support referral.  

Any potential Learning Support need(s) identified triggers an Learning Support referral for an interview with a  

specialist Coach.  A referral form is completed with the learner, and is sent to als@aspirationtraining.com  

within 1 working day.

The Learning Support referral is shared with the Head of Learning Support.  The learner is assigned to a Coach for an 

assessment appointment to be made within 2 weeks.

During the meeting with the Coach, further robust checks to identify learning needs are completed which may trigger 

further support.  The assigned Coach will complete a discussion, within 4 weeks of referral, as part of the first visit, and 

the Do-it profiler assessment band report and Learning Hub initial assessment and diagnostic results are reviewed. 

Support and funding are triggered if: 

 » Discussion confirms a need 

 » Scores are 1 or 2 on the Do-It Profiler band report 

 » Evidence is produced of formal diagnosis or EHCP

The Coach will then complete a learner support agreement with the learner, email a copy of this agreement to  

admin@aspirationtraining.com and also attach a copy to the ALS tab on Smart Assessor to initiate a claim for  

Learning Support Funding. 

mailto:als%40aspirationtraining.com?subject=
mailto:admin%40aspirationtraining.com?subject=
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6.1.2 Traineeships 

A pre-screener questionnaire is completed with learners by a member of the traineeship team completing the 

enrolment. Any potential Learning Support / SEN needs are flagged at this point. Should no support need(s) be 

identified, the enrolment will continue without a Learning Support referral.  

Any potential Learning Support need(s) identified triggers a Learning Support referral for an interview with a specialist 

Coach.   The pre-screener will be sent to the Coach within 1 working day.  An assessment appointment will be made 

and completed in the learner’s first week. 

During the meeting with the Coach, further robust checks to identify additional learning needs are completed which 

may trigger additional support.  Do-it profiler assessment band reports and BKSB initial assessments and diagnostic 

results are also reviewed. 

Support and funding are triggered if: 

 » Discussion confirms a need 

 » Scores are 1 or 2 on the Do-It Profiler band report 

 » Evidence is produced of formal diagnosis or EHCP

The Coach will then complete a learner support agreement with the learner, and email a copy of this to  

admin@aspirationtraining.com and the relevant Traineeship Manager and attach a copy to the ALS tab on  

Smart Assessor to initiate a claim for Learning Support Funding.

6.2 Delivery of support:

6.2.1 Work-based learning 

Coaches will conduct support sessions with learners with learning needs at least once in each calendar month. 

At these sessions, work is completed using whatever differentiation is required based on the learners’ needs, specific 

to their progress and programme of delivery.  

Individual support plans are reviewed and updated as a minimum every 3 months with any relevant information and 

to confirm whether learning support is still required.  If so, evidence should be uploaded to the ALS tab on Smart 

Assessor and the next visit scheduled. 

Should the learner no longer require learning support, evidence is to be uploaded to the ALS tab on the learner’s Smart 

Assessor record for that session, and an email sent to admin@aspirationtraining.com to request that any future 

Learning Support Funding claims are stopped.

mailto:admin%40aspirationtraining.com?subject=
mailto:admin%40aspirationtraining.com?subject=
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6.2.2 Traineeships 

Coaches will conduct support sessions with learners with learning needs at least once every week.

At these sessions, work is completed using whatever differentiation is required based on the learner’s needs.  

Should the learner no longer require learning support at any point, evidence is to be uploaded to the ALS tab on the 

learner’s Smart Assessor record for that session, and an email sent to admin@aspirationtraining.com to request 

that any future Learning Support Funding claims are stopped.

At the end of the classroom session period, a review will be conducted to determine the continuing need for weekly 

support sessions whilst on placement. If there is a requirement, the above support will continue.  If there is no 

requirement for this support, evidence is to be uploaded to the ALS tab on the learner’s Smart Assessor record for that 

session, and an email sent to admin@aspirationtraining.com to request that any future Learning Support Funding 

claims are stopped.

The individual support plan will be revisited at the end of placement and the support closed down. 

6.2.3 Recording and gathering of appropriate evidence:

Evidence to be uploaded to the ALS tab on Smart Assessor by the Coach at the first visit, and include: 

 » Funding start email (start date for funding needs to be once reasonable adjustments are being applied)

 » Learning Support referral 

 » Learning Support discussion evidence  

 » Individual Support Plan (ISP)

 » Clear review of first session 

Evidence to be uploaded to the ALS tab on Smart Assessor by the Coach at subsequent monthly visits,  to include:

 » ALS checklist, including any access arrangements required (second / third visit)

 » Updated individual support plan (ISP) 

 » Clear review of session activity including differentiation and work completed (which could be used to create a 

profile of a learner to evidence access arrangements requests)

Comments on the ALS tab must be clear in demonstrating what differentiation was identified and how this was applied 

to activities, specifically linked to progress and the programme of delivery, completed with the learner to ensure a 

positive teaching and learning experience that helped to support the learner to achieve. 

6.3 Monitoring compliance and sufficiency of evidence:
Robust Learning Support audits are completed with Skills Coaches on a monthly basis to ensure compliance with 

funding requirements, both on Smart Assessor, and also aligning to data on Maytas. Any areas for improvement 

identified are logged on 121 documents and followed up monthly with individual team members.

Sector Managers also complete monthly audits of ALS recording in 121s, and this is stored centrally to inform training 

and support needs. 

mailto:admin%40aspirationtraining.com?subject=
mailto:admin%40aspirationtraining.com?subject=
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6.4 Reasonable adjustments:
Reasonable adjustments can be  applied for, on behalf of learners with learning needs.  These could include 25% extra 

time in examinations; a reader or scribe or coloured paper / coloured screen. 

Reasonable adjustments may be applied to any assessment completed whilst on programme for Functional Skills or 

assessments in the Diploma, and also to End Point Assessments (EPA).  

Once the need is identified, Coaches will complete a form to request a reasonable adjustment and this must be sent to 

als@aspirationtraining.com.

Once received, the ALS tab, interview and individual support plan are checked on Smart Assessor to ensure sufficient 

evidence is stored to support the request.  

Sufficient evidence must include, but not be limited to: 

 » A minimum of 3 months’ worth of entries detailing the support Aspiration Training (England) has given – this must 

detail how things have been differentiated to give support specific to progress and the programme of delivery, eg; 

the learner needs to have tasks broken down to aid comprehension, short but more frequent visits for learners who 

have panic attacks so as to reduce the feeling of being overwhelmed.

 » If a reader or scribe is requested, there is also a requirement for evidence that there has been help at a previous 

education environment.  This may include:

 » JCQ form 8 – given from the school where there is not a need for an EHCP, but the disability / learner need 

warrants support

 » Medical or professional supporting documents

 » EHCP 

 » Where learners have self-disclosed an additional learning need, eg; for anxiety / confidence issues, a Do-It-profiler 

band report must be completed 

6.5 SEND Code of Practice:
Co-operation between education and social care is essential for supporting SEND learners to make a successful 

transition into further education and adult life. This policy helps ensure Aspiration Training (England) are doing all they 

should and can do to improve outcomes for learners, and has been developed to align with the principles of the 0-25 

SEND code of practice. 

These include: 

 » taking into account the views of children, young people and their families 

 » enabling children, young people and their parents to participate in decision-making 

 » collaborating with partners in education, health and social care to provide support 

 » identifying the needs of children and young people 

 » ensuring high quality provision to meet the needs of children and young people 

 » focusing on inclusive practices and removing barriers to learning 

 » helping children and young people to prepare for adulthood

mailto:als%40aspirationtraining.com?subject=
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As per the code of practice, the procedure outlined in this policy demonstrates how Aspiration Training (England) gives 

all learners the opportunity to disclose any learning needs, medical conditions or disabilities which could affect their 

learning, both at the start of their programme and continuously throughout.  The completion of the Do-It-Profiler band 

report provides evidence from which Coaches are able to work with learners and other stakeholders, where EHCPs 

are in place, to identify, review and monitor necessary support requirements.  Records are stored centrally in password 

protected systems to evidence differentiated support given and progress towards a learner’s agreed aims. 

6.6 Education and Health Care Plans:
Where learners declare, or Aspiration Training (England) discovers, that an Education and Health Care Plan (EHCP) 

is in place, Aspiration Training (England) has a legal obligation to support the learner in line with this, including any 

reasonable adjustments they may need and to robustly record all support arrangements on the individual support plan.   

This legal obligation also includes a review for everyone with an EHCP under the age of 24, with the learner, parent / 

guardian, medical specialist they would like to attend, local authority and employer (if appropriate) in attendance.  This 

review must take place once a year or within 12 months of the last EHCP.

Following this review plans are written, either by Aspiration Training (England) or the local authority, and must be stored 

in a secure location. Plans are discussed with the Coach and the manager to identify what support is required, and 

this is then included in the ISP in addition to any other required information. The ISP is stored by the relevant Head of 

Department in a secure, password-protected and access-restricted folder on the shared internal network.

7.0 Responsibilities:

7.1 Board of directors:
 » Ensuring Aspiration Training is fully compliant with legal requirements 

 » Ensuring Aspiration Training is fully compliant with funding, regulatory and statutory requirements

 » Ensuring effective implementation of this policy 

 » Ensuring this policy is reviewed on a regular basis 

7.2 Managers:
 » Ensuring this policy is fully supported by their team

 » Ensuring that all employees are aware of this policy and receive adequate training to ensure its implementation 

 » Ensuring learners identified as requiring additional learning support are assigned to a skills coach within 2 weeks.
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7.3 Team members:
 » Ensuring they are familiar with this policy and supporting process 

 » Liaising regularly and effectively with any supporting team members to positively impact the learner experience

 » Ensuring any changes to a learner’s needs or circumstances are communicated with the relevant teams to ensure 

compliance with funding, regulatory and statutory requirements

8.0 Communication:

This policy is available on the Aspiration Training website and may be provided in hard copy upon request.  

9.0 Monitoring and review processes:

This policy will be reviewed on an annual basis, or when statutory guidance changes, to ensure it continues to meet 

the needs of the organisation and its stakeholders. The review will be conducted by the Board of Directors. 

10.0 Contact details:

If you would like to discuss this policy further, please contact: 

England 

Mike Jones  
Managing Director, Aspiration Training England 

Fourth Floor, Grosvenor House, Prospect Hill,  

Redditch, B97 4DL 

Email: mjones@aspirationtraining.com 

Tel.: 01527 359646
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1.0 Policy intent

Inclusive practice is at the heart of effective education. Aspiration Training (Wales) will ensure an inclusive approach 

to learning and recognises the diversity of learners. This approach to practice will enable all learners to access 

their course content, participate fully in learning activities and demonstrate their knowledge and strengths during 

assessment. Aspiration Training (Wales) values the diversity of our learning community as a resource that enhances the 

learning experience for all.   The aim of this policy is to widen participation, ensure equality of opportunity and improve 

learner retention and success.

2.0 Scope of policy

Information detailed within this policy applies to all staff at Aspiration Training (Wales), directly and/or indirectly involved 

with the teaching, learning, and support for learners attending Aspiration Training (Wales). This includes Senior 

managers, board of directors, paid team members and learners.  This policy cannot be viewed in isolation and must be 

read in conjunction with the following documents and policies: 

 » Aspiration Training Complaints, Compliments and Comments policy

 » Aspiration Training Equality and Diversity policy

 » Aspiration Training Initial Assessment policy

 » Aspiration Training Teaching, Learning and Assessment policy

 » Estyn supplementary guidance ALN

 » Equality Act (2010)

 » Additional Learning Needs and Education Tribunal (Wales) Act

 » Additional learning needs (ALN) transformation programme

 » ALN Code of Practice

 » Barriers to Apprenticeships, Estyn (2014)

 » Inclusive Apprenticeships: Disability Action Plan 2018-2021

 » Well-being of Future Generations (Wales) Act (2015)

 » Work-based Learning Equality, Diversity and Inclusion Strategy (2020)

 » Additional funding for ALN provision

 » ALN FAQ 

 » ACT Inclusive Practice Policy 

3.0 Impact on the learner

The implementation of this policy will ensure early intervention identifies and delivers the right support as soon as 

possible, inclusive practice removes barriers to learning and development, and the development of Coaches’ / Tutors’ 

skills and strategies to meet the needs of learners, supporting them to achieve well. 
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4.0 Glossary of terms

 » Additional Learning Needs (ALN) – A person has additional learning needs if they have a learning difficulty or 

disability which calls for additional learning provision or has a significantly greater difficulty in learning than the 

majority of others of the same age.

 » S140 – Statement of Educational Need

 » Educational Psychologist – A psychologist who uses diagnostic and psycho-educational assessment tools.

 » Inclusive Practice – an approach to teaching that enables all learners to access and participate fully in learning.

 » Universal Support – learning and wellbeing support available to all ACT learners

 » Additional Provision – specialist learning provision to include 1-1 support and specialist assessment. Post 

Enrolment Assessment – a psychometric assessment carried out by an educational psychologist

5.0 Universal support

Aspiration Training (Wales) endeavours to meet the needs of most learners through the universal support available 

(Appendix 1). This includes literacy, numeracy, digital skills, well-being and welfare support to help learners succeed 

with their learning plans. This provision should meet the needs of most learners but some individuals will require 

additional provision and person-centred support.

6.0 Additional provision

6.1 Learners with an existing or previously issued Statement of Need 
A range of targeted support is available to support learners who have an Individual Development Plan (IDP), a 

Statement of Special Educational Needs (SEN), Education and Health Care (EHC) plan or Learning and Skills 

Plan (LSP). See Appendix 1 for the range of support to include 1-1 support, targeted interventions and specialist 

equipment.

6.2 GP clinical diagnosis and Specialist Teacher assessment
Learners who self-declare their needs and have a GP diagnosis of need and/or an assessment carried out by a 

Specialist Teacher will be reviewed on an individual basis. Aspiration Training (Wales) will tailor provision to meet the 

needs of the learner which may include funded additional provision. Provision will be designed to meet the learner’s 

usual way of working and to ensure the learner can fully access and succeed within chosen learning pathways. The 

ACT ALN panel will support with evidencing and agreeing provision requirements (appendix 1).

6.3 Essential Skills Qualifications (ESQs) adjustments – Apprenticeships
Apprenticeship learners who meet the criteria set out within Appendix 2 may be eligible for an adjustment to the English 

and Maths standards within their Apprenticeship framework. Practitioners will need to apply to the ACT ALN panel and 

follow the guidance in Appendix 2 to request such adjustments where this is in the best interest of the learner.
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6.4 Learners without an existing Statement of Need
In some cases, the needs of a learner may not have been identified correctly prior to them starting an Aspiration 

Training (Wales) programme. Appendix 3 sets out the process for practitioners where a learner requires additional 

provision but has not been previously issued with a statement of need. The referral (as stated in Appendix 3) will be 

reviewed by the ACT ALN Panel on a case by case basis. The panel will agree funded support for learners where this is 

necessary to enable success and/or advise on strategies to support. Where a learner requires an access arrangement 

assessment or Aspiration Training (Wales) feels unable to effectively meet the needs of a learner, an Educational 

Psychologist may support with a post enrolment assessment (Appendix 4).

6.5 Wider support
We recognise that personal circumstances can impact on a person’s ability to access learning and participate fully. 

A range of support is available and referral to the ACT ALN panel can be made by the learner or practitioner when 

support in addition to the comprehensive universal support offer is required. Support available includes provision for 

wider ALN groups such as:

 » Care leavers/Looked after Young People Religion and belief

 » Lesbian, gay, bisexual, trans(gender)+ Young Parents

 » Parents

 » Gender reassignment Young Carers/Carers 

 » Disability

 » Asylum Seekers

7.0 Responsibilities

7.1 Board of directors
 » Ensuring Aspiration Training is fully compliant with legal requirements 

 » Ensuring Aspiration Training is fully compliant with funding, regulatory and statutory requirements

 » Ensuring effective implementation of this policy 

 » Ensuring this policy is reviewed on a regular basis 

7.2 Managers
 » Ensuring this policy is fully supported by their team

 » Ensuring that all employees are aware of this policy and receive adequate training to ensure its implementation 

 » Ensuring learners identified as requiring additional learning support are assigned to a skills coach within 2 weeks.
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7.3 Team members
 » Ensuring they are familiar with this policy and supporting process 

 » Liaising regularly and effectively with any supporting team members to positively impact the learner experience

 » Ensuring the policy and procedures are followed and consistently and fairly applied.

 » Ensuring any changes to a learner’s needs or circumstances are communicated with the relevant teams to ensure 

compliance with funding, regulatory and statutory requirements

8.0 Communication

This policy is available on the Aspiration Training website and may be provided in hard copy upon request, and will be 

disseminated via line managers at team meetings and stored within the electronic company handbook.  This policy will 

be made available in Welsh upon request.

9.0 Monitoring and review processes

This policy will be reviewed on an annual basis, or when statutory guidance changes, to ensure it continues to meet 

the needs of the organisation and its stakeholders. The review will be conducted by the board of directors. 

10.0 Contact details

If you would like to discuss this policy further or request any changes to this policy, please contact:

Wales 

Neil Tamplin  
Managing Director, Aspiration Training Wales 

First Floor, Building Two, Eastern Business Park,  

St Mellons, Cardiff CF3 5EA 

Email: ntamplin@aspirationtraining.com 

Tel.: 02921 175352  
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Universal Support Targeted Support Highly Personalised Support

High expectations for all learners Learning Mentors Small group/1-1 support (ALS)

Learning environment and resources provided support learning Literacy and numeracy catch ups Work with ALN team.

Assistive technology used to support learners to be independent. Reduced individualised timetable Individualised timetable.

Clear and focussed learning objectives and success criteria. Targeted in-class support ALN support plan with specific strategies.

Reasonable adjustment and ALN effectively planned for. Use of additional ICT
Advice from Educational Psychologist/ALNCo  

(Post Enrolment Assessments)

A range of effective strategies to support learner needs. Pastoral support Behaviour support plans/additional pastoral support plans.

Delivery staff model and explain effectively.

High level questioning used to support stretch and challenge.

High levels of engagement and interaction.

Praise and encouragement used effectively to motivate learners.

Learners engage in peer and self-assessment.

Consistent and structured behaviour management approaches.

Careers and opportunities advice

Access to Well-being support and Counselling support

Safeguarding

Appendix 1 – Universal support guidance

JGW+  (Centre Based/Blended Learning) – Universal Support
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Additional Learning Support

 » Learning Support Assistant 1-1 Specialist Tutor

 » Communication Support Pre-teaching

 » Breaking down tasks and instructions prompting to stay on task

 » Support with life skills, travel training etc.

 » Developing learning strategies to promote independence 

 » Equipment and IT Support 

 » Access arrangements for exams Post enrolment assessments 

 » Job coaching

 » Personal individual support plans (well-being, behaviour etc.)
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Universal Support Targeted Support Highly Personalised Support

High expectations for all learners Post enrolment assessment Specialist Equipment

Learning environment and resources provided support learning
Enhanced Literacy and numeracy support or 

extra sessions or 1-2-1 skills coach
Access arrangements

1-1 personalised support from Coaches Individualised timetable Specific strategies and support 1-1 (Coaches)

Progress reviews Specific strategies support from VC/KC Individualised timetables

Assistive technology used to support learners to be independent.
Support via specialist disability services to assist  

employers with job carving and job coaching.

Clear and focussed learning objectives and success criteria

Reasonable adjustment and ALN effectively planned for

A range of effective strategies to support learner needs

Delivery staff model and explain effectively

High level questioning used to support stretch and challenge.

High levels of engagement and interaction.

Praise and encouragement used effectively to motivate learners.

Learners engage in peer and self-assessment.

Careers Information, Advice and Guidance

Access to Well-being support and Counselling support

Safeguarding

Apprenticeship – Universal Support
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Appendix 2 Update Current Practice  
ESQs for ALN Apprentices

1.  Learner identified by route and flagged to ES team if they meet the following criteria:

a.  The apprentice has either an existing or previously issued Individual Development Plan (IDP), a statement of 

Special Educational Needs (SEN), Education, Health and Care (EHC) Plan, or a Learning and Skills Plan (LSP)

b.  An evidenced assessment is undertaken demonstrating that even with support and adjustments the apprentice is 

not able to achieve English or maths to the minimum level as a result of their learning difficulty or impairment;

c.  The employer and provider must reasonably expect that the apprentice will be able to successfully achieve all 

other aspects of the apprenticeship requirements, become occupationally competent and work towards achieving 

Essential Communication Skills and Essential Application of Number Skills in the adjusted subjects before the end 

of their apprenticeship; and

d. There are no industry specific minimum entry requirements

2.  Referral form completed and submitted to ACT ALN panel with evidence of need, learner eligibility and details of 

which subject(s) the reasonable adjustment is for.

3.  The ACT ALN Panel will then review and agree on a case by case basis whether adjustments to ESQ levels are 

required to enable success. Where possible the panel will work to ensure that learners who are able to meet the 

standard without adjustment are given the opportunity to do so. A panel meeting for ESQs can be held with ACT’s 

Diversity and Inclusion Manager via ACT ALN panel.

4.  Learner ILP will be updated with agreed adjustment and evidence of need stored securely with ACT ALN panel 

data for audit purposes.
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Appendix 3 

ALN Panel Referral - JGW+

1. Learner identified during recruitment/at start of programme as potentially having undiagnosed learning needs.

2.  JGW+ Manager to review the information and decide whether the needs can be met through the provisions 

‘Universal Support Offer’ or if a referral to ACT ALN panel is needed. ATWL will endeavour to meet the needs of 

most learners through the ‘Universal support offer.

3.  JGW+ Manager to collate evidence of need to include tutor and learner/parent feedback, West results and any 

supporting documentation.

4. Learner to be reviewed by the ACT ALN panel if the support is required prior to the next full panel date.

5.  ACT ALN panel will agree whether additional provision is necessary to meet the learner needs. In cases where 

funded additional learning support (additional provision) is required, ACT ALN Manager will produce a one-page 

profile outlining the need for funded support and suggested strategies and/or interventions and specialist equipment.

6.  The ACT ALN panel will review all decisions made at any relevant sub panel on a monthly basis to ensure effective 

scrutiny and a fair and transparent service.

7.  In rare cases where Aspiration Training (Wales) / ACT feels unable to meet the learner needs without an 

Educational Psychologist conducting formal assessments, the panel will make recommendations for the learner to 

undertake a post enrolment assessment.

ALN Panel Referral – Apprenticeships
a. Learner identified as potentially having undiagnosed learning needs.

b. Operations Director to review the information and decide whether the needs can be met through the provisions 

‘Universal Support Offer’ or if a referral to ACT ALN panel is needed. ATWL will endeavour to meet the needs of most 

learners through the ‘Universal support offer.

c. Operations Director to collate evidence of need to include tutor and learner/parent feedback, WEST results and 

any supporting documentation.

d. Learner to be reviewed by the ACT ALN panel if the support is required prior to the next full panel date.

e. ACT Diversity and Inclusion Manager with the support of the ALN panel will agree whether additional provision 

is necessary to meet the learner needs. In cases where funded additional learning support (additional provision) is 

required, D&I Manager will produce a one page profile outlining the need for funded support and suggested strategies 

and/or interventions and specialist equipment required.

f. The ALN panel will review all decisions made at relevant sub panel on a monthly basis to ensure effective scrutiny 

and a fair and transparent service.

g. In rare cases where ACT/ATWL feels unable to meet the learner needs without an Educational Psychologist 

conducting formal assessments, the panel will make recommendations for the learner to undertake a post enrolment 

assessment.



20Aspiration Training Ltd  |  Inclusive Practice (Wales)

Appendix 4 Post-enrolment assessment procedure

Delivery team members should follow the procedure below for all learners who they suspect may have an additional 

learning need without a statement of educational need present. 

Team members should raise concerns to their line manager who will support them to  
complete a referral to ACT ALN panel

The Manager will work with the staff member to obtain parental/guardian consent (under 18’s) and to 
complete the forms for panel, providing as much detail and background information as possible

The Manager will ensure that the referral is submitted to ACT ALN panel

ACT ALN panel meet monthly to review all referrals and make one of the following decisions:

The panel will refer the application back  
to the Manager and Coach outlining where  

the referral lacked evidence of need.

The panel will refer the application to  
the Educational Psychologist and schedule  

a date for assessment.

If the report clearly states a specific learning 
need the report will be used as evidence 
in the same way that an S140 is used. 
Aspiration Training (Wales) and ACT will 

ensure that the procedure for appropriate 
ALS funding and support is followed and 
that provision is in place for the learner. 

Where appropriate the standardised 
scores will be used to apply for access 
arrangements with the awarding body
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