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Introduction 

From September 2022 all new SEND additional funding application will be made using a online form.  
This guidance booklet supports the online application process.  

The guidance does not apply to re-application at this stage and further guidance will be issued in 
Summer term 2023. 

As the application process is now electronic, all supporting documentary evidence will need to be 
saved appropriately and uploaded to the application form. Therefore, it is recommended that: 

• Electronic folders are created for each child or young person, containing their SEND 
information.   

• Documents for upload are saved using the naming convention detailed below. 

• Files are saved as PDF and within the file size limit (5 MB max) 

Once application form has been started, the progress can be saved at various stages. 

Naming conventions for uploads to the E3 / SENIF application forms 

When uploading documents to support your application, the following naming conventions will make it 
easier for you and the receiving panel. 

Uploads will have to be downloaded and bound into a single pdf document. This will then be 
uploaded into the pupil’s electronic record and distributed to panel members. 

• Number your attachments in the order in which they are uploaded to the application form – this 
will help ensure that the uploads appear in the right order for panel and when you view them in 
Case Viewer. 

• Enter the child or young person’s initials. 

• Enter the child or young person’s DOB in the format ddmmyyyy. 

• Enter the name of the document that you are uploading – this will help you view the 
documents in Case Viewer after you’ve submitted your application. 

Examples of naming conventions for the parent’s views and timetable for Nicola Grey – DOB 
03/06/2015 

• 01 NG 03062015 Parent View 

• 02 NG 03062015 Timetable  

Please do not upload documents with the duplicate file names – the system cannot prevent this 
but may cause issues when the documents are downloaded and important information may be 
missed when the application is distributed to panel.  
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File size limit 

Document to be uploaded have file size limit of 5 MB, therefore please be mindful that your 
documents only contain the relevant information.  If the file is larger than 5 MB, you may need to 
speak to your IT Technicians or choose a different file.   

To check your file size:  

1. Find the folder the file is saved in 
 

  
 

2. Right click the file and click properties 
 

 

3. The file size is displayed.  
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Application form location 

The SEND additional funding application form link is:  

• https://my.leicester.gov.uk/service/Element_3_or_senif 

In the first instance the My Leicester Account landing webpage will open.  This will prompt you to login 
or register an account.  

 

Logging on to the form 

Before you can complete the SEND additional funding application form, you must first log in to your My 
Leicester account. This uses the same email and password for SEND Referrals.  

If you currently do not have a My Leicester account, you must register by clicking ‘Sign up now’ and 
complete your details.  

Check your email inbox for the link sent to you to activate your My Leicester account.   

 

  

https://my.leicester.gov.uk/service/Element_3_or_senif
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Tab 1: About this form 

This section explains the purpose of the form, provides a glossary of terms and outlines what 
information you will need to continue making an application.  See Appendix 1 for a screenshot of the full 
text displayed within this tab.  

Information needed 

To help you prepare, you will need the following: 

• Views of children and young people and their parents/carers 

• Best Endeavours and Reasonable Adjustments (BERA) Framework audits 

• Pupil tracking data 

• Attainment data 

• Exclusion data 

• Individual pupil provisional map 

• Pupil's current additional provision timetable 

• Proposed timetable 

• External agency reports 

• Attendance data 

• Minutes of relevant meetings or reviews 

• School assessment/observations 

• Relevant medical information/reports 

Next step 

 You will be prompted to select one of the following application types – only select new at this point.  

• New application (from September 2022) 

• Reapplication (Summer term 2023) 
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Add a new application  

Enter the child level information as prompted on the form.   

The date of birth entered will generate either a SENIF or Element schools funding application.   

Schools will trigger SENIF applicatons for pre-school/F1 children. 

 

After entering the details of the child, press Search button, this will trigger the ‘Next’ button to move on 
to the next page.  This step is added to remove the risk of duplicate applications for the same child.  

 

 

 

Tip – Save the application form at regular intervals by pressing the Save button on the form. 
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Tab 2: Applicant details 

This section requests the details of the person making the application.  This should be a lead 
professional (e.g., SENCo). 

Enter the details as prompted, press “Save” and then press “next” to progress with the application. 
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Tab 3: Child or young person’s details  

This section requests child level information.  The information required differs depending on the year 
group of the child (e.g., pre-school, F1, F2, year 5 etc).   

Enter the child level data as prompted, press “Save” and press “next” to progress with the application. 
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Tab 4: Parent/carer views 

This section should only be completed after a discussion has taken place with the person who has 
parental responsibility of the child.   

Enter the parent level information as prompted, add a summary of their views and upload any 
documents (where applicable)  

“Save” and press “press “Save” and press “next” to progress with the application. 
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Tab 5: Your setting 

This section requests a description of the setting and current numbers of: 

• children on roll / attending the setting 

• children who have SEND additional funding 

• rooms available 

 Enter the information as prompted, “save” and press “next” to progress with the form. 
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Tab 6: BERA 

From September 2023 BERA 3 uploads are mandatory. No application will be accepted without them.  

Until then you can choose ‘no’ and proceed.  Any visits by the Quality Inclusion Team to quality assure 
a referral would require evidence of BERA documentation for the child or young person. 

If you do have BERA evidence, select “yes” and upload the BERA evidence in format currently used.  

Save and press “next” to proceed with the form.  
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Tab 7: Special educational needs and disability 

This section requests a description of the child’s SEND.   

Select the main area of need from the drop down.  Add a summary description of the child’s identified 
needs and current development within the appropriate boxes (where not applicable – add n/a) 
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Tab 8: Attainment and progress data 

This section requests documentary evidence of current attainment and progress.  Any data uploaded 
should not be more than 2 years old.  

Select the document type as prompted and upload the file.  More than one document type can be 
selected, please ensure that file is uploaded to correct document type field.  

Save and press “next” to progress with the form. 

Please note - you can not progress with the form without uploading a file in this section.  
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Tab 9: Other professional involvement  

This section requests details of the professional services that have be consulted with regards to the 
child’s needs.   

Select Yes or No.   Where “No” is selected – save and press “next” to progress with the form. 

If “Yes” selected – press the add professional involvement button  

 

 

A window will open to add the professional service type, date communicated and summary of advice.   

Press “add professional involvement” to save the record.  This will generate a table of professionals 
added.   Repeat the process to add any other professional services. 

 

Upload any documentary evidence.   Save and press “next” to progress with the form. 
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Tab 10: Other evidence/documentation 

This section offers the opportunity to upload any documentary evidence that support the application.   
Documents should not be more than 2 years old.  

Select the document type and upload the file.  More than one document type can be selected, therefore 
please upload the file to the correct document type (the document type is displayed to the left of the 
upload button). 

Save and press “next” to progress with the form.  

Tab 11: Support and interventions  
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Tab 11: Support and intervention 

This section is broken into four parts: 

• Current support and invention 

• Current support/intervention timetable 

• Proposed support and intervention 

• Proposed support timetable 

Each part requires at least one entry of information to be able to progress with the application.  All 
mandatory questions require an accurate as possible answer (e.g., cost of proposed intervention) 

It is recommended that each part completed is saved after completion to prevent any data loss.  

Start by pressing “add strategy/intervention” to add current information.  This will open a window to add 
relevant information.   

Press “add strategy/intervention” button to save the record.  This will generate a table that details the 
information provided.     

Repeat the process to add further support and interventions in place.  Once complete press “Save” and 

progress to the next part with this section: current timetable. 
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Press “add current timetable”.  This will open a window to add the child’s timetable arrangement for 

Monday to Friday.    

Select a day, then select the relevant timeframe(s) that the child is being supported and add a summary 

of support for this period.   

Press “add current timetable”.  This will generate a table of the timetable information.  Repeat this 

process for all days that the child is supported.    

Enter the relevant information for the current hours attended / supported per week.    

“Save” and progress to the final two parts in this section: Proposed support and intervention and 
Proposed support timetable.   Completed both sections in the same manner as previous.  

Enter the information for the proposed cost and hours (mandatory). 

“Save” and press “next” to progress with the form.  
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Tab 12: Summary  

This section prompts you to check the information provided before submitting the application.  

Press “view summary” to download a copy of the application (PDF) 

To alter any information, either press the tab name displayed at the top of the screen or press the 
previous button to move back through the form.  

When the form is ready to be submitted – press “save” and then “submit” 

Successful form submission 

After clicking submit, you will receive the successful form submission message with a reference 
number.   You should also receive an email with your completed form as a PDF. 
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Appendix 1 – TAB 1 example 
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Appendix 2 – Table of information 

Each time specific information is added and saved to a window that opens, it generates a table that 
contains that record. An example table is below.    

• To amend a record – press the pen and paper icon, alter and save. 

• To delete a record – select the red cross and follow the prompts to confirm deletion.  
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