ESF COMMUNITY GRANTS LEARNER ELIGIBILITY GUIDANCE

	Criteria 
	ESF Evidence Requirement
(only one item from list required)

	Legally resident and have the right
to take paid employment in the UK
	 Full passport (EU member)
 Full passport (non EU Member State)
 Passport either endorsed indefinite leave to remain – proceed (settled status) or includes work or residency permits or visa stamps (unexpired) and all related conditions met
 Some non-EEA nationals have an Identity Card issued by the Home Office in place of a visa, confirming the individual’s right to stay, work or study in the UK – these cards are acceptable
 Letter from the UK Immigration and Nationality Directorate granting indefinite leave to remain (settled status)
 Birth/adoption certificate (EU Member State)
 Residency permits for foreign nationals (usually in a passport)
 Marriage/civil partnership certificate (if partner has legal right to live in the UK and this can be evidenced).

	Address/geographic location of
individual
	 Home address
 Letter/confirmation from home owner (family/lodging)
 Recent statement from bank/building society/credit card company/credit union
 Evidence of registration on electoral roll  Benefits/State Pension notification letter
 Recent utility bill or council tax demand/correspondence Tenancy
agreement/documents
 Mortgage statement/correspondence
 HMRC correspondence
 Rent card/statement Solicitors correspondence

	
Age – participants must be aged 16
or over. There is no upper age limit
for participants
	 Birth certificate
 Full driving licence
 Full passport
 National Identity Card (EU)
 Firearms certificate/Shotgun licence
 Pension statement (if date of birth is quoted)
 Evidence that in receipt of age-related state benefits Letter/confirmation from educational institution (if applicable)

	People not in work
(Unemployed including long
term unemployed)
	Please refer to “PREFERRED OR ALTERNATIVE DOCUMENT ACCEPTABLE AS EVIDENCE OF EMPLOYMENT STATUS” below.

	People who are Inactive (see
definition at Annex 8)
	Please refer to “PREFERRED OR ALTERNATIVE DOCUMENT ACCEPTABLE AS EVIDENCE OF EMPLOYMENT STATUS” below.

Photocopies must be suitably redacted to remove sensitive personal data or if photocopies are inappropriate or not permitted, a written agreement that auditors can access the original records on request



PREFERRED OR ALTERNATIVE DOCUMENT ACCEPTABLE AS EVIDENCE OF EMPLOYMENT STATUS
	Does the learner have any one of the following (either tick yes or no to each)?

	· DWP/Jobcentre Plus benefits decision notification letter (for example JSA or new-style JSA) – new claims award/decision or change of circumstances decision letter.

	· Written confirmation/referral from DWP/Jobcentre Plus or a referral from Careers Service or similar.

	· Where an individual is not engaged with DWP/Jobcentre Plus: written confirmation from a relevant third party that has been assisting the individual and so has an understanding of their current circumstances (for example, NGO, voluntary organisation, charity, third sector / not for profit organisation, social services or other professional providing support and guidance etc.) – but must be independent of the ESF project management and delivery team. 

	· Official DWP/ UC Correspondence / Evidence from a Job Centre Work Coach (where possible) confirming the individual is in the LMR `intensive work search’ or any other information they can supply confirming that the individual is neither employed nor unemployed (actively seeking) or has not been assigned a work coach – or confirmation that the individual is only required to meet work coach infrequently

	· Screenshot evidence from personal UC account – which could include one or more of the following:
- claimant commitment refers to the need for the individual to be looking for work ( it may specify up to 35 hours / week job search) – see Intensive Work Search claimant commitment
- claimant has been assigned a Job Centre Work Coach who he/she has to meet / meets on a regular basis ( once a month or more)
- no evidence of income ( but exceptions allowed for DWP CFO participants – 16 hour rule)



GUIDANCE NOTES and REMINDERS

National Insurance Number
Evidence includes:
· Payslip/P60 from previous employment (please state month and year on payslip)
· P45
· Letter from HMRC about Tax or Tax Credit
· Letter from Job Centre Plus
· National Insurance Number Card
· Bank statement showing payments by direct debit for class-2 National Insurance contributions, or benefits payments received.  For example, state pension. 

If you have a learner who doesn’t know, doesn’t have proof of, or has never received their NI number, please support them to use this website: https://www.gov.uk/lost-national-insurance-number

Birth Certificate

If your learner does not have a passport or their Birth Certificate, you can use participant costs from your grant to support them to purchase a copy of their birth certificate.  To obtain a copy of your birth certificate in England and Wales you can contact the register office where the birth took place by post or in person. You can also apply online via https://www.gov.uk/order-copy-birth-death-marriage-certificate

Full Time Students are not eligible to the Programme

Learners on Furlough or Sick Leave are considered as Employed and therefore not eligible to the Programme.

Right to Work vs No Recourse to Public Funds:

“Providing the individual meets all of the criteria outlined in the Tender Specification and the ESF National Eligibility Rules ( i.e. legally resident in the UK, and able to take paid employment in a European Union member state)  The “No Recourse to Public Funds” would not prevent them accessing ESF as ESF is not classed a public fund for Immigration purposes.   Further information can be found at the following link:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/772305/Public_funds_v14.0ext.pdf

Self-Declaration

3.22 For some eligibility criteria it may not be possible to provide evidence, for example, if a lack of basic skills is an eligibility requirement there is no documentation to `prove’ this’ (it is not possible to prove a negative). In this type of scenario, the participant must self-declare their eligibility.

3.23 A self-declaration will be needed where a participant is defined as Inactive (see Inactive definition at Annex 8) or to show they have combined unemployed and inactive periods to meet the Long-term criteria. Self-declaration is also needed to support most of the eligibility categories. The only eligibility categories which require evidence, rather than self-declaration, are long-term unemployed, benefit entitlement and any age requirements i.e. over 50. You must evidence these as detailed in the tables above.

Basic Skills Assessments (Maths and English) are mandatory.
For those Learners who refuse to complete the Basic Skills Assessment, please add a Statement on the front page of each Assessment (Maths and English) to :
1. explain the reasons for their refusal to complete it, i.e. the learning plan agreed and deemed suitable for them 
2. and how the Learners will benefit from attending your programme.
Please also get the Learner to sign and date the statement on each Assessment Front Page to evidence that you did ask the learner to complete them.
The evidence of Learner’s Level of Achievement should include the Learner’s Full Name, the Level of Achievement and the completion date.
True as Of and True Copy of Original Annotations:
All photocopies, including scanned documents and pictures of evidences, must have a “True Copy of Original” annotation + initials of the person uploading the copy on SharePoint + signature + date.
All amendments made on forms already submitted and processed on SharePoint (for example in the following required Corrective Actions) must have a “True as Of” annotation + initials of the person uploading the copy on SharePoint + signature + date.
Should you not be able to annotate the documents directly, please send an email to community.grants@londonlc.org.uk , save the email in your documents, and upload it on SharePoint with the title “True as Of” or “True Copy of Original” (select relevant one) + learner name + document name + date.

Learner’ Signature:
The Learner’s reply to the Tutor/Advisor must be uploaded on SharePoint and not the original email from the Tutor/Advisor to the Learner.
Learners email cannot be copied on a Word document. This is not acceptable and makes the Signature Invalid.
Where applicable, please save the original Learners’ Email confirmation (coming from their personal email address) on your system and upload it again on SharePoint. Please remember to title it properly (Learner Name + Email Confirmation). This must be completed for each Learner whose Email Confirmation is invalid (historic and current).
The Learner must agree to the statement below on his/her email back to the Tutor/Adviser.
Example of Email Signature content:
“This email offers a digital signature by email due to the Covid-19 pandemic as required on contractual paperwork.
 I LEARNER FULL NAME acknowledge receipt of the following Documents for the ESF Community Grant programme from Grant Recipient.
 I have read, understood and agree that the content on the documents listed below is correct. 
Or, by way of this email I confirm that I have attended the sessions mentioned on the Timesheet dated XXXX… and so on.
I agree to digitally sign the documents listed below:
· Enrolment Form Dated + DATE when doc was completed
· Learner File Checklist + DATE when doc was completed
· Learner Induction Checklist + DATE when doc was completed
· Individual Learning Plan + DATE when doc was completed
· Non-Accredited Initial Assessment + DATE when doc was completed
· Basic Skills Assessments + DATE when doc was completed
· List All Relevant Docs
Please accept this acknowledgment as a digital signature.
 Name in Capitals: FULL LEARNER NAME”
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