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Coast to Capital (C2C) ESF Community Grants
London Learning Consortium
London Learning Consortium is a Community Interest Company that works for the benefit of communities and businesses across London and the Southeast. We deliver skills and education programmes ourselves and in partnership with Voluntary and Community Sector learning providers and other learning and skills delivery organisations. We provide a range of services to our partners and funders within the learning and skills sector. Our work focuses on where the need is and how best to ensure impact.
Education and Skills Funding Agency
The ESFA has contracted with LLC to act as a managing agent and to make ESF Community Grants available in the form of small grants (up to £20,000), to third sector and other small organisations for the purpose of mobilising disadvantaged or excluded unemployed and inactive people to enable their progress towards employment.
ESF (European Social Fund) Funded
The ESF Community Grants are funded by the European Social Funds.
https://www.gov.uk/government/publications/european-social-fund-eligibility-documents/esf-national-eligibility-rules-and-programme-guidance 
ELIGIBITLITY
Grant Recipient Eligibility
To be successful in applying for a Community Grant, Applicants must be a Third Sector Organisation (any size which operates within the Third Sector) or Small Organisation (Employ fewer than 49 full time equivalent staff and have an annual turnover or balance sheet equal to or below EUR 10 million).​
Applicants must be able to provide their last year’s Financial Return.       
Organisations that access grants need to be well placed to reach excluded individuals facing barriers, which hinder their access to mainstream provision Grants. You will:
· engage with marginalised individuals and support them to re-engage with education, training, or employment.
· support a range of activities aimed at assisting the disadvantaged or excluded to move closer to the labour market by improving their access to mainstream ESF and domestic employment and skills provision; and
· provide support to the hardest to reach communities and individuals, especially those from deprived communities, to access employment or further learning and training.
 



Target Groups
Participants targeted must be 16 +, Not in Receipt of any type of Income and Not in any type of Training our Courses:
· Participants over 50 years of age
· Participants with Mental Health, Disabilities and/or Learning Difficulties (LLDD)
· Homeless people 
· ex- offenders 
· LGBTQ+
· Participants from an ethnic minority (BAME)
· Participants who are Women
· Parents/mothers
· Carers
· Migrants and refugees 
· Groups with low labour market participation
Delivery Area
The C2C participants must also be from the following Local Authorities listed below:
· Arun (West Sussex) 
· Adur (West Sussex) 
· Brighton and Hove (Brighton and Hove Unitary Authority) 
· Chichester (West Sussex)  
· Crawley (West Sussex) 
· Epsom and Ewell (Surrey) 
· Horsham (West Sussex) 
· Mid Sussex (West Sussex) 
· Mole Valley (Surrey) 
· Reigate and Banstead (Surrey) 
· Tandridge (Surrey) 
· Worthing (West Sussex) 

We now have a limited amount to allocate and envisage to organise three more C2C panels (28th January 2022, 4th March 2022, 8th April 2022). 
 
We aim and hope to allocate the rest of the Grants available to organisations that deliver projects within Epsom and Ewell (Surrey), Mole Valley (Surrey), Reigate and Banstead (Surrey) and Tandridge (Surrey), and who target ideally, but not exclusively, BAME, 50+, No Basic Skills and who are Economically Inactive. 
Contact Details: Zaia Merabet, community.grants@londonlc.org.uk, 07954589942
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1. Purpose

1.1  This document forms part of the legal basis for the implementation of
projects supported by the English European Social Fund (ESF) Operational
Programme for the 2014-20 programme period.

1.2  These Rules will be supplemented by guidance and action notes giving
details of how these Rules should be interpreted for the Programme and
projects. All guidance referred to within this document will be located on the
European Structural and Investment Funds (ESIF) website pages on GOV.UK
at www.gov.uk/european-growth-funding.

1.3  All guidance notes will be regularly reviewed and updated as
necessary.

Please note it is the grant recipient’s responsibility to ensure continued
compliance with the National Eligibility Rules and any associated
guidance, by taking account of any amendments to these documents.

2. Introduction

2.1  This document sets out the National Eligibility Rules for the 2014-2020
ESF Programme in compliance with Article 65 of EC Regulation 1303/2013
(the Common Provisions Regulation (CPR)). All projects must comply with
eligibility rules. Failure to do so can lead to financial penalties of up to 100%.
If the European Commission considers that there has been systemic failure on
eligibility issues, they could enforce a flat rate correction to the whole of a
Programme.

2.2  To attract ESF support, expenditure by projects must be eligible in
terms of the appropriate Operational Programme (OP), the relevant EU
Regulations and the National Eligibility Rules. The CPR states that the
eligibility of expenditure shall be determined on the basis of national rules,
except where specific rules are laid down in or on the basis of this Regulation
or the Fund-specific rules. ESF eligibility rules apply to all project spend
included in the eligible costs, including match funding. Further detail in
specific Regulations relevant to the 2014-2020 England programme can
be found in Section 3.

2.3 The ESF programme in England in 2014-2020 will be delivered through
two frameworks Co-financing organisations (CFOs) and non CFOs.

2.4  The national co-financing organisations (CFOSs) are:

e Department for Work and Pensions
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e Skills Funding Agency
e Big Lottery Fund
e National Offender Management Service

2.5  During the course of the 2014-2020 ESF programme we expect to
appoint a number of local CFOs. Arrangements that apply to national CFOs
will also apply to the local CFOs.

2.6 A proportion of ESF will be delivered through the non CFO route — that
is through individual direct call projects in the same way as all European
Regional Development Fund (ERDF) programme calls are made.

2.7 ltis important to ensure that the rules are strictly adhered to both
during the project selection process and after approval. If there is any doubt,
the ESF Managing Authority (MA) should be consulted. Eligibility rules
applying to other (non ESF) sources of match funding cannot be used to
justify departure from ESF eligibility rules.

2.8  This document sets out what is eligible and ineligible for ESF support.
Projects must comply with applicable rules covering State Aid, Procurement
and revenue generation.

2.9 These rules are applicable to all projects from their effective date of
expenditure (see paragraphs 6.3).

3. Specific Rules — European Union
Regulations
3.1 Eligibility of expenditure for the European Social Fund can be found in

Regulation (EU) No 1303/2013 (the Common Provisions Regulation)
http://ec.europa.eu/regional_policy/information/legislation/index_en.cfm

e Article 65 - Eligibility

e Article 68- Flat rate financing for indirect costs and staff costs
concerning grants and repayable assistance.

e Article 69 - Specific eligibility rules for grants and repayable assistance

e Atrticle 70 - Eligibility of operations depending on location

Regulation (EU) No 1304/2013 (European Social Fund Regulation)

e Article 3 — Scope of support
e Article 13 — Eligibility of expenditure
e Article 14 — Simplified cost options
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4. Participant Eligibility
4.1 To be eligible for support from the ESF an individual must be:

e legally resident in the UK,
e able to take paid employment in a European Union member state.

4.2  ltis expected that ESF support for unemployed people will be used to
move individuals into work or closer to employment by providing vocational
training, advice, guidance and information. Similarly support for individuals
already in employment will be designed to increase their skills levels.

Age

4.3  ESF support has no upper age limit. However ESF support is for
individuals who will contribute to the growth of the economy through
employment or increased skills levels. It will be the responsibility of applicants
for ESF support to show that participants meet these criteria.

4.4  As an exception to the general rule that ESF is only available to people
who can work in the EU, the ESF Operational Programme in 2014-2020
allows additional ESF support for at risk young people age 15 to prevent them
becoming NEET (not in education, employment or training).

Youth Employment Initiative (YEI)

4.5 Participants in YEI provision must be NEET, aged 15 to 29 and reside
in an area which is eligible for YEI funding, as defined in the Operational
Programme. NUTS 2 region with youth unemployment rates above 25% in
2012.

4.6 There are four NUTS 2 regions in England which are eligible for YEI
funding: Inner London, Merseyside, Tees Valley & Durham, and West
Midlands. In addition, the following NUTS3 areas are eligible: Leicester,
Nottingham, Kingston upon Hull, Thurrock.

4.7 By NEET the Managing Authority means any young person aged
between 15-29 who is not currently in any form of employment or undertaking
any education or training.

Full time students are not eligible for YEI support.

Refugees and asylum seekers

4.8 Asylum seekers are individuals who are seeking international
protection who claim they are unwilling or unable to seek protection from the
authorities in their country of origin or habitual residence. Refugees are
people who have been granted international protection and have been given
permission to stay. Asylum seekers are not usually eligible for ESF support,
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but refugees are.

4.9  Asylum seekers are not generally allowed to work while their claims are
being decided. However, since February 2005, they have been allowed to
apply for permission to work if they have waited for over a year for an initial
decision on their asylum claim or further submissions. This is the result of an
EU directive on reception conditions for asylum seekers.

4.10 If the asylum seeker’s claim has been rejected, they may request
permission to work if they have made asylum-based further submissions
which have been outstanding for more than 12 months.

4.11 Where asylum seekers have been given permission to work they will
normally be able to access the full range of ESF support.

4.12 From the 9 September 2010, changes in the Immigration Rules came
into effect. These confirm that the permission to work rules applies to both
initial asylum claims and further submissions for protection based reasons.
However, the amended rules also introduced new restrictions on all asylum
seekers’ employment rights. An asylum seeker given permission to work will
not be allowed to become self-employed and will only be allowed to take up a
job which is included on the list of shortage occupations published by the
Home Office.

4.13 Asylum seekers who do not have permission to work may be supported
through ESF pre-vocational provision which might take the form of:

¢ Initial English for speakers of other languages, other basic skills
(literacy, numeracy and IT) where they are not part of provision that is
designed to lead to employment.

e Orientation provision to raise awareness of UK labour market needs
asylum seekers’ rights and responsibilities.

e Provision of information about further education and voluntary work
they can take part in.

e General advice about life in Britain for those given leave to remain
(information about law, culture, housing, welfare, health, educating and
employment).

¢ Involvement in voluntary activity.

4.14 Those individuals whose asylum claim is deemed to be unfounded and
have not obtained permission to work may only be supported by ESF in the
following circumstances:

¢ where they have signed up to return home as soon as they can and are
taking all reasonable steps to leave the UK and that they meet one of
the following criteria;

¢ where they are unable to leave due to physical impediment to travel or
other medical reason;
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e if in the opinion of the Secretary of State, there is no safe route of
return for them;

e if permission has been granted for a Judicial Review; and,

e if support is necessary to avoid a breach of ECHR examples.

Croatian Citizens

4.15 From 1st July 2013, as European Economic Area (EEA) nationals,
Croatian nationals have been able to move and reside freely in any European
Union (EU) Member State. However, Croatian nationals wanting to work in the
UK need to obtain work authorisation (permission to work) before starting any
employment, unless they are exempt from this requirement. Work
authorisation is normally in the form of an accession worker authorisation
certificate (or “purple registration certificate”).

4.16 A Croatian national with an offer of employment in the UK must obtain
this document from the Home Office before commencing work. This document
will contain an endorsement restricting the holder to a particular job or type of
employment. Those qualifying for a purple registration certificate will generally
be skilled workers who meet the criteria for the issue of a certificate of
sponsorship. Where a Croatian completes a 12 month period of lawful
employment in line with the conditions of their purple registration certificate
they will become exempt from worker authorisation from that point and will be
able to work freely in the UK.

417 Further information can be found on the Home Office web site:
https://www.qgov.uk/government/organisations/home-office

Self employed

4.18 Self-employed people who want to access ESF must be able to show
that they are genuinely self-employed and that their business activities are
registered with HM Revenue and Customs.

People in prison

4.19 ESF is primarily aimed at people who are available to work in the job
market. The following eligibility criteria apply to people in custody:-

e people sentenced to less than three years can access ESF at any
point during their sentence, and;

e people sentenced to more than three years can only access ESF
during the last three years of their sentence.

e people sentenced to an indeterminate tariff (including life prison
sentence and Imprisonment for Public Protection - IPP) must have
regular reviews to determine eligibility status based on the likely
length of sentence to be served during the lifetime of the
Operational Programme; and
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e Individuals who are on remand are eligible for ESF support. When
their status changes their eligibility will be reviewed in the context of
the two bullet points above.

Economically inactive

4.20 Economically inactive people i.e. those who do not satisfy the
International Labour Organisation definition of unemployed (available to work
and are actively seeking) are eligible for ESF support.

People at risk of redundancy

4.21 ESF can support those at risk of redundancy whether or not they have
received notice of redundancy.

4.22 Support for those at risk of redundancy must not involve wage
subsidies, but may include eligible activities such as retraining, up-skilling,
careers advice etc.

5. Location of Project

5.1 In ESF, beneficiaries mean the providers whilst individuals being
supported by activities are participants. For ESF in 2014-2020 the place
where the activity is taking place — that is where the provision is — should be in
England and this will be where the ESF support is counted as occurring. Any
eligible individual with reasonable access to the opportunity may be
supported. Different rules apply to projects funded under the Youth
Employment Initiative (see paragraph 4.6), since participants must reside in
an area which is eligible for YEI funding.

6. Eligible Expenditure

The following paragraphs from 6.1 to 6.30 are relevant to both Co-
financing Organisations (CFOs) and non CFOs.

Subcontracting
6.1 Itis recognised that organisations delivering provision directly AND via
a sub-contracting arrangement will incur both running costs (e.g. staff,

administration) and also contract costs submitted from a sub-contractor.

6.2  Specific details on eligible and ineligible expenditure incurred through
both or either of these routes is covered throughout this section.
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Effective date of expenditure

6.3  The effective date for incurring eligible ESF expenditure is the date

the project is formally selected into the programme at outline application stage
for non CFO projects. Any expenditure incurred by a non CFO project prior to
this date is ineligible. Outline approval of a project does not guarantee it full
approval.

Actual Expenditure

6.4 Non CFO and Technical Assistance expenditure must be declared on
the basis of actual ESF expenditure (including match funding). Expenditure
declared must be justified by supporting paid invoices or other appropriate
accounting documents.

6.5 Claims based on actual eligible expenditure can cover staff, participant
and other costs. There is a distinction between direct and indirect costs:

e Direct costs are those costs which are directly related to activity
supported by an ESF project e.g. salaries of staff directly engaged on
ESF activity, participant costs such as allowances and childcare costs
and other costs such as stationery and consumables;

e Indirect costs are shared organisational costs and so cannot be
connected directly to project activity and which are difficult to attribute
to the project e.g. telephone costs, gas, electricity and water.

e Projects including indirect costs within their eligible costs must use the
Simplified Cost Option, using a flat rate of either 15% or 40%. Further
guidance on how to calculate this is given within the ESF Guidance
Document

Staff costs

6.6  Staff costs can include employer's national insurance and
superannuation costs. The application for funding must include any expected
increases in grade or pay scales for the staff involved. Staff costs may include
those costs covered in a person’s contract of employment that are taxable
incentives linked to pay and pension contributions. The claim must be based
on actual salary costs relating to time spent on ESF activity. The claim can be
evidenced in the following ways:-

o staff employed wholly or for a specific part of their duty on ESF
related activity need to have a letter of appointment and job
description that clearly states starting and finishing dates (if
appropriate) and makes clear that they will be wholly employed on
ESF-related activity.

e Sick or maternity pay can be claimed if it is in line with the
organisation's staff policy or on the individual's contract of
employment. Alternatively an organisation may claim for
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replacement staff costs but only if maternity or sick pay is not being
claimed. If an organisation is entitled to claim statutory sick pay
back from HMRC it should do so and offset any such payments
received against its claim for ESF.

6.7 If a staff member is spending all of their time on ESF activity the
organisation should claim actual salary costs for the period they are employed
on the project. If a staff member is working full-time but only working part of
their time on ESF, then only those hours spent on ESF can be claimed. The
hourly rate applicable will be calculated by dividing the latest documented
annual gross employment costs by 1720 hours.

6.8  The costs of training in connection with ESF activity can be claimed,
although it is expected that all organisations who submit an application are in
a position to deliver the project. Staff training costs can be claimed only if an
individual has specific needs for training that could not have been identified
before the project began. This needs to relate to the acquiring of specialist
knowledge.

Participant costs

6.9 For employed participants, wages and allowances paid by their
employer for the time they spend on the ESF funded activity may be claimed;
this can include employers' National Insurance and superannuation
contributions. Alternatively, the cost of employing replacement staff to cover
for a staff absence on ESF funded activity may be claimed but not both. All
costs must have supporting evidence of actual salary and time sheets. Daily
travel costs for participants must have evidence to show the actual cost for
each participant for each day. For costs relating to external courses, the
length of the course, and the cost of travel, board and lodging must be shown.
Costs for external courses should be claimed under 'other costs'. Costs for
caring for children or other dependants should show the net weekly or hourly
costs involved, excluding any contributions from participants towards these
costs.

Participant allowances

6.10 If used as part of the project, participant allowances can be claimed.
Although there is no upper limit for the allowances paid to participants, it is
important to consider the following:-

e The managing authority will decide if allowances conform to levels
within the locality and if the allowance represents value for money.

¢ Allowances may affect the level of benefits participant are entitled to,
so this issue should be discussed beforehand with the local Jobcentre
Plus office.
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¢ HM Customs and Revenue may regard some allowances as taxable
benefits, so it is imperative to check with them before setting the
allowance levels.

Match Funding

6.11 Since ESF only covers part of the costs of a project, Non CFO projects
will be required to provide additional match funding when applying for ESF
assistance to cover the balance of the costs of the project. The match funding
must meet all of the eligibility rules described here and all of the other ESF
requirements. Since the match funding is financing part of the cost of the
project, it is clear that it must be integral to the project, its activities and its
objectives. Applicants must set out in their applications sufficient detail about
their match funding sources and provide assurances that the match will be in
place from the outset of the project.

Premises

6.12 This should include rent, rates, heat, light and service charges
associated with the premises where it can be clearly demonstrated that these
are incurred by the organisation solely for the ESF (non CFO) project.

Rent and leasing of buildings

6.13 Where a building which is wholly used for ESF activity is rented or
leased, the rental or lease costs can be claimed as eligible expenditure.

Depreciation of buildings

6.14 Any asset, including a building, must have a fixed useful life. The length
of a building's life varies according to its type and purpose. An organisation’s
accounting policies must set out the period of time and the way in which the
amount of depreciation claimed has been calculated. Any depreciation
claimed must be in line with the organisation’s policy on calculating
depreciation. Depreciation costs are ineligible if the cost of the building has
already received EU support.

6.15 Generally, Government expect that a permanent building used for
training purposes would depreciate in the range of 2% to 5% each year on a
straight line basis (the same amount each year), reflecting a uniform life of
between 20 and 50 years. A list of the premises for which depreciation will be
claimed and the basis on which depreciation will be applied must be provided
in the ESF application.
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Hire and lease of equipment

6.16 Where equipment is used exclusively by ESF participants the actual
costs of leasing such equipment, including VAT where this applies (see notes
on VAT), is eligible for the period of time covered by ESF activity.

6.17 Finance leases: these are similar to hire-purchase agreements. The
lessee (the person who leases the equipment from someone else) is
responsible not just for maintaining the equipment but also for insurance,
repairs and so on. At the end of the lease the equipment becomes the
property of the lessee. The costs of leasing equipment under a finance lease
are not eligible. Rather, the item leased should be treated as a fixed asset
and depreciated (the loss in its value) in line with the organisation’s
accounting policy.

6.18 Operating leases: under this type of lease, the equipment remains the
property of the lessor (the person who leases the equipment). The costs of
operating leases can be claimed if it can be shown that the costs of the lease
are competitive and are similar to the rates charged in the market place.
However, if a leasing charge for equipment (in any one year) goes over, or
closely matches, the full cost of buying the item it would be seen as an
attempt to introduce capital expenditure as an eligible item under a different
heading, and capital expenditure (over £1,000) is not eligible .

Depreciation of equipment

6.19 The calculation of depreciation must be in line with the organisation's
accounting policy. Claims must be based on the actual costs of equipment
owned. Depreciation can be claimed on second-hand equipment providing it
has not been claimed for previously. Depreciation can be calculated in many
different ways, the most common being straight line and reducing balance
methods (depreciation is calculated each year on the value of the assets in
the books at the start of the year). It is normally expected that the smallest
number of years over which an item can be depreciated is three years.

6.20 If an organisation has received capital grants towards the costs of fixed
assets, these grants should be deducted from the costs before calculating
depreciation costs for ESF. Where deferred credits are used to offset
depreciation costs, the amount of the deferred credit must be deducted from
the depreciation costs for ESF purposes. An accountant will be able to advise
if deferred credits have been used.

6.21 Working papers must be kept to show how depreciation costs have
been calculated for the ESF project. These must include the costs and
descriptions of the items purchased, when they were purchased, how the
depreciation was calculated, how long the items were in use, where they are
now, and an estimate of their current value. When applying for ESF it will be
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necessary to provide a list of items to be depreciated and details of how the
depreciation costs together are to be calculated.

Consumables

6.22 A list of required consumables, with the estimated expenditure, should
be included in the application. Computer software should be treated in line
with the usual accounting policy of the organisation.

Small items of equipment

6.23 Itis recognised that there might be a need to purchase small items of
equipment in the form of non-capital® items. Accordingly, a list of required
small items, with the estimated expenditure, should be included in the
application form.

6.24 No single item can cost £1,000 or more. There is no set limit to the
number of small items of equipment under £1,000 which can be claimed, but
the total expenditure on small items of equipment will be taken into account
when assessing the project's value for money, bearing in mind that ESF is not
a capital programme.

6.25 Because grant recipients will be required to provide participants contact
details through a secure gateway, it is a pre-requirement for all projects to
purchase or have access to software which enables the Grant Recipient to
send this data in a PGP encrypted file format to the Managing Authority.
Procurement of this software is an eligible cost.

Fees

6.26 This should include any work done by an independent consultant if the
work was essential to the project and the costs were reasonable. Costs of
independent project evaluations can be included if the work is essential to the
project and/or a condition of grant. In both cases there should not be any
double counting of fees under capital expenditure. Accounting and audit costs
can be claimed if they relate to requirements imposed by the Managing
Authority. The cost of guarantees provided by a bank or other financial
institution to the extent to which the guarantees are required by National or
community legislation can be included. Bank transaction costs are eligible but
not debt interest.

1 Non Capital items may include normal running expenses such as stationery and repairs,
equipment rentals etc. Capital items are assets that tend to be any pieces of equipment you use in
your business that will be useful for more than about a year for example ‘plant and machinery’.
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Volunteer time

6.27 Previous experience of using volunteer time as match has been that for

some organisations the obligations have proved too rigorous. In order to

mitigate this, the use of volunteer time as match must be agreed by the

Managing Authority. The Managing Authority would expect that projects
should also have as a minimum 10% cash (which can include staff time)

match funding.

6.28 Unpaid voluntary work may be eligible as match funding in kind. In
addition to the normal rules for match funding, the following conditions will

apply:

beneficiaries cannot be treated as volunteers during their time on the
project;

volunteer-time contributions must be calculated using the method and
guidance set out;

volunteers must be made aware from the beginning that they are
helping the project in their own private time and they are not employed
on the project;

projects will need to show final claim entries for volunteer time. The
project management should hold complete, accurate and up-to-date
records which show not only the time sheets of volunteers but also a
description of their activities. Projects should be able to match the
information held to annual reports or final reports when the project
ends. If they cannot do this, then the relevant report entries will be not
be classed as eligible;

if any paid employee performs additional duties on a voluntary basis,
the costs are not eligible;

the tasks performed by the volunteer should match the job titles and
the notional rates given in the guidance;

if a volunteer performs a task which is outside the range of the job titles
provided, this activity cannot be claimed as match. The MA will need
written evidence to justify technical or specialist rates to be agreed prior
to the project making any claims;

if a volunteer does the same or similar duties as paid staff, the rate
allowed for the volunteer will be either the notional rate or the salary
rate of the paid employee, whichever is lower.

Other Revenue

6.29 This should include any eligible revenue expenditure not covered in the

categories above provided it can be clearly demonstrated that these are

directly related to the delivery of the project. Any expenditure related to
marketing and publicity should also be included here.

6.30 Examples of eligible staff costs, hire of equipment; consumables and

second hand equipment will be contained in the Guidance for ESF.
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Ineligible expenditure

6.31

The following costs are not eligible expenditure:-

expenditure referred to in EC Regulation 1303/2013 (the Common
Provisions Regulation (CPR)) Article 69 paragraph 3, and Regulation
(EU) No 1304/2013 (European Social Fund Regulation) Article 13
Paragraph 4;

Payments that support activity intended to influence or attempt to
influence the UK Parliament, Government, political parties, European
Union Institutions, or attempting to influence the awarding or renewal of
contracts and grants, or attempting to influence legislative or regulatory
action in the United Kingdom or the European Union”.

Co-financing Organisations.

Paragraphs 6.32 to 6.43 are relevant to CFOs only.

Effective date for expenditure

6.32

For Co-financing organisations the effective date for expenditure is

generally when their application is selected (approved) into the programme.

Retrospection

6.33

Exceptions will be made for retrospection back to 1st January 2014 for

ESF Co-financing Organisations and may also be agreed by the MA for
individual, specific operations:

Retrospection arrangements will end on 31 January 2016, unless a
specific exception to this is agreed by the MA.

All exceptions must be supported by clear, strong, written evidence and
agreed by the MA in advance of any payments being made.

Each call for applications must include an annex stating whether
retrospection does/does not apply to that call, the terms and conditions
of any retrospection and the earliest applicable date for retrospection
applicable to that call.

6.34 All cases for retrospection must be subject to:

e The applicant agreeing, in writing, that any expenditure incurred prior to
formal selection, is at their own risk and will not necessarily be
reimbursed.

e The applicant and operation meeting all MA retrospection criteria.

e The case for retrospection being supported by strong, clear, written
evidence and subsequently fully agreed by the MA.
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e Any additional retrospection tests to be carried out by the MA being
fully undertaken and passed before payment is made.

Initial Advance Payments

6.35 CFOs may also make an initial advance payment to their providers to
help ease cash flow. As such advance payments are contractual payments;
they can legitimately be claimed by the CFO from the managing authority /
Intermediate Body (IB) in the next claim.

Administration costs

6.36 Inthe CFO model, actual delivery to participants is undertaken by sub-
contractors. The CFO incurs its own costs for the procurement and
management of these providers. Unlike in non CFO projects, the amount of
money which can be spent on these administration costs is capped.

6.37 This section explains what the administration costs can cover and how
the costs involved in delivering ESF effectively should be recorded as
supporting evidence for the claim to the managing authority (Staff and other
costs). It should be noted that the administration costs must be based on
actual activity and cannot be more than a maximum of 10% of the total
declared costs incurred.

6.38 The activities below are eligible for support:-
Contracting:

e consulting and publicity events for the prospectus and tendering
documents

preparing the Co-financing prospectus and tendering document
handling tenders from providers

negotiations after tenders have been received

financial appraisal

appraising contract quality with providers

Developing and implementing policy, systems and processes for:

managing contracts

information management including IT systems

Innovative activity to support ESF delivery

monitoring the performance of providers

monitoring the quality of providers

auditing providers including retention and collation of evidence
evaluating and researching projects

publicising the projects

preparing claims for ESF support

e preparing and submitting ESF monitoring returns
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e attending monitoring and committee meetings
¢ financial management
e training on ESF systems and processes.

6.39 The claim for administration costs must be supported by evidence that
the activity has taken place (for example staff time sheets or invoices for non-
staff activity) and that the amount claimed is both reasonable and represents
proper value for money. The claim must be based on actual costs (salary and
other costs) plus any eligible overheads. Other costs must be supported by
relevant documentation such as invoices.

6.40 Note that if CFOs intend to include eligible overheads in their claims
they must agree with the Managing Authority which overheads will be included
and the basis on which they will be calculated. The claim can be evidenced in
the following ways:-

¢ Staff employed wholly or for a specific part of their duty on ESF related
activity need to have a letter of appointment and job description that
clearly states starting and finishing dates (if appropriate) and makes
clear that they will be wholly employed on ESF-related activity.

e Staffs who also carry out work that is not related to ESF must record
their time spent on ESF on a time sheet, diary, recording system etc.

e Any overhead expenditure included must be based on real costs, be
related to the implementation of ESF and be allocated on a fair and
equitable basis.

6.41 Records of either staff time or invoices relating to other costs (that is
non-staff) need only be kept at a national agreement level rather than the
priority level.

National CFO Match Funding

6.42 National Co-financing Organisations will continue to utilise match in the
same way as they have in the 2007 — 13 ESF programme. The Skills Funding
Agency; National Offender Management Service and the Department for Work
& Pensions use the contracted costs of domestic programmes that are
delivering similar, eligible activities to ESF to match against European
Programmes. They will continue to use separate but eligible public contracts
to match with ESF.

6.43 Big Lottery is a new National Co-Financing Organisation for the 2014-
2020 Programme and will use cash match for its ESF contracts.

Local CFO Match Funding

6.44 Local CFOs will be required to provide match funding when applying for
ESF assistance. The match funding must meet all of the eligibility rules
described here and all of the other ESF requirements. Since the match
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funding is financing part of the cost of the project, it is clear that it must be
integral to the project, its activities and its objectives. Applicants must set out
in their applications sufficient detail about their match funding sources and

provide assurances that the match will be in place from the outset of the
project.
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London Learning Consortium (LLC)

London Learning Consortium is a Community Interest Company that works for the benefit of communities and businesses across London and the South East. We deliver skills and education programmes ourselves and in partnership with Voluntary and Community Sector learning providers and other learning and skills delivery organisations. We provide a range of services to our partners and funders within the learning and skills sector. Our work focuses on where the need is and how best to ensure impact.





The Education and Skills Funding Agency (ESFA)

The ESFA has contracted with LLC to act as a managing agent and to make ESF Community Grants available in the form of small grants (up to £20,000), to third sector and other small organisations for the purpose of mobilising disadvantaged or excluded unemployed and inactive people to enable their progress towards employment. 







ESF (European Social Fund) Funded

The ESF Community Grants are funded by the European Social Funds.



https://www.gov.uk/government/publications/european-social-fund-eligibility-documents/esf-national-eligibility-rules-and-programme-guidance 





Grant Recipient Eligibility

To be successful in applying for a Community Grant, Applicants must be a Third Sector Organisation (any size which operates within the Third Sector) or Small Organisation (Employ fewer than 49 full time equivalent staff and have an annual turnover or balance sheet equal to or below EUR 10 million).

Applicants must be able to provide their last year’s Financial Return.















Grant Recipient Eligibility

Organisations that access grants need to be well placed to reach excluded individuals facing barriers, which hinder their access to mainstream provision Grants. You will:

engage with marginalised individuals and support them to re-engage with education, training, or employment.

support a range of activities aimed at assisting the disadvantaged or excluded to move closer to the labour market by improving their access to mainstream ESF and domestic employment and skills provision; and

provide support to the hardest to reach communities and individuals, especially those from deprived communities, to access employment or further learning and training.









Key Priorities

The objective of the Community Grant is to enable locally targeted support for areas of need as consistent with the challenges set out in the SELEP Skills Strategy and to: 

develop the capacity of the community and to meet local needs;
undertake activities that promote social inclusion;

build employment and enterprise skills through the voluntary and community sector;
provide intensive support to help upskill individuals and move towards and enter work;

engage those individuals who are the hardest to reach through innovative approaches.
 





Delivery Area

The Coast to Capital Grant Applicants must deliver their activities and target residents from within any of the Local Authorities listed below: 


Arun (West Sussex)

Adur (West Sussex)

Brighton and Hove (Brighton and Hove Unitary Authority)

Chichester (West Sussex) 

Crawley (West Sussex)

Epsom and Ewell (Surrey)



Horsham (West Sussex)

Mid Sussex (West Sussex)

Mole Valley (Surrey)

Reigate and Banstead (Surrey)

Tandridge (Surrey)

Worthing (West Sussex)
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Target Groups

Participants targeted must be 16 +, Not in Receipt of any type of Income and Not in any type of Training our Courses:

Participants over 50 years of age

Participants with Mental Health, Disabilities and/or Learning Difficulties (LLDD)

Homeless people 

ex- offenders 

LGBTQ+

Participants from an ethnic minority (BAME)

Participants who are Women

Parents/mothers

Carers

Migrants and refugees 

Groups with low labour market participation





Delivery Area Priorities

We aim and hope to allocate the rest of the Grants available to organisations that deliver projects within Epsom and Ewell (Surrey), Mole Valley (Surrey), Reigate and Banstead (Surrey) and Tandridge (Surrey),  and who target ideally but not exclusively BAME, 50+, No Basic Skills and who are Economically Inactive.











Eventual questions Panel may ask when challenging the application:



Are Starts and Progression Figures enough?		

Is a similar project already delivered in the same location?	

Could the project be funded elsewhere (i.e., local college)?	

Is the project good value for money?		

Is this application a continuation of previous application?	

Consider Applicants Cash Flow and Financial Situation via Account Summary?

Budget = How does the Grant Applicant aim to raise any shortfall?

Are References needed?		

Any successful previous achievements?		

Any strong Employer partnerships?		

Previous experience working on an ESF Funded Programme?

Is there a Detailed Learner Journey?	

Possible reasons for application being rejected:



Grant Cannot be used for Capital funding.

Value for money? 

Not providing added value

Grant cannot be for duplication of existing activity?

Expression Of Interest not providing information needed/not strong



Expression Of Interest Expectations from Panel





Expression Of Interest Expectations from Panel

Possible Application Outcomes:

Following Panel’s assessment of Grant Application, Panel Members can decide one of the following:

Approve the Application with full amount requested

Approve the Application with different amount requested

Request Further Clarifications

Reject the Application





Recipients of this funding will be required to meet record keeping requirements in line with ESFA and ESF funding guidelines.  Support, including templates and regular one to one meeting, will be provided to help organisations comply with these requirements. 



Examples of the records required for each participant can be requested from Zaia – community.grants@londonlc.org.uk



Expression Of Interest Expectations from Panel













Expression Of Interest Expectations from Panel

Volunteer-led organisations, registered charities and CIOs must: 

Have a management committee with a minimum of four unrelated members 

Have a bank or building society account in the name of the organisation/group, with a minimum of two unrelated cheque signatories 

Have charitable aims 

Provide evidence of good governance practices and sound financial management (including registering with the Charity Commission, CASC or other governing body, depending on the size of the organisation) 

Usually, you must register with the Charity Commission if your charity is based in England or Wales and has over £5,000 income per year. We may ask for evidence of this in the form of a letter from the Charity Commission confirming receipt of your application for charitable status. 



Social enterprises, Community Interest Companies (CIC) and other companies must: 

Have a management committee with a minimum of three directors, or four directors if two are related 

Have a bank or building society account in the name of the organisation/company, with a minimum of two unrelated cheque signatories 

Have clear charitable purposes and a defined social benefit 

Have a recognised status (e.g. a company limited by guarantee), and be registered with the necessary relevant body (e.g. Companies House) 

Have a nominated organisation as an asset lock body.
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In addition, social enterprises, CICs and other companies must demonstrate within applications that: 

the company has been registered for a minimum of 12 months 

a reasonable percentage of their income has been earned through trading 

the project they wish to fund is not a tradable asset or service 

sessional costs are in line with an appropriate pay spine structure 

the application is made for cost to deliver the project not managing the CIC 

the project or activity for which funding is sought is charitable i.e. it must not be part of the trading services for which they would usually have a charge 

there is clear evidence of need (consultation etc.) from the community and the benefit must also be clear 

Expression Of Interest Expectations from Panel





In managing your organisation, we would expect that the appropriate policies are in place. These should include (if appropriate) but not be restricted to: 

safeguarding policies and procedures for children and vulnerable adults 

public liability insurance 

employer’s liability 

equality and diversity 

disclosure and barring service (DBS) checks carried out and in place for all paid and unpaid volunteer staff working with children and vulnerable adults 

suitable planning permissions and/or other regulations approval are in place prior to the commencement of any improvements to building or land as required.

As part of the Due Diligence, we ask that Grant Recipients submit their Policies and Action Plans and Staff Training Certificates, within 6 weeks of starting their Delivery.

LLC provides examples and templates, via SharePoint and its website: LLC Policies - London Learning Consortium (londonlc.org.uk)



Expression Of Interest Expectations from Panel





We are unable to accept application from groups that:

have not returned monitoring forms for previous grants 

are subject to an investigation by the Charity Commission, the police or any other organisation in a legal capacity 

are connected to the donor unless a full and independent assessment has taken place to ensure that there is no conflict of interest and the proposed grant offers value for money, 

have restricted membership other than that associated with the objects of the group itself i.e., necessary for the safety/wellbeing of disadvantaged users, 

fail due diligence or do not comply with Charity Commission guidelines i.e. we would not make grants to organisations that had related bank signatories, several related trustees, income well in excess of the threshold for charitable registration etc. 





Expression Of Interest Expectations from Panel





unspecified contributions to general fund-raising appeals or large projects, 

for profit or commercial elements of charitable organisations, 

capital items for general office or company resourcing (non-project), 

public bodies to carry out their statutory obligations, 

direct replacement of statutory or public funding, 

party political activity and campaigning, 

contingency funding, 

refreshments or food, 

building or buying premises or land rights, 

projects that solely support animal welfare



purchase of vehicles (running costs will be considered), 

feasibility studies or initial community consultations, 

fundraising activities, 

deficit or retrospective funding, 

sponsored events, multiple trophies or prizes, 

general running or core costs, except as a proportionate contribution to a project, 

CIC start-ups 

wholly grant-maintained CICs 

profit making or business ventures, including start-up costs 

activities that are primarily about proselytization or supporting worship activities (faith organisations may apply for funding towards a project/activity that is open to the whole community and has wider social benefits) 

Expression Of Interest Expectations from Panel



What we cannot fund:





We do not normally fund:

national or regional charities, although we can support local branches of national charities if they are financially independent and locally managed. 

salaries through Community Grants but it may be considered by some of our other programmes (please check the specific programme criteria), organisations whose free reserves include more than 12 months of running costs, 

medical research and equipment, 

organisations that do not have their own bank account (in exceptional circumstances and through prior agreement with  the Foundation a group may nominate an organisation to hold the funding on their behalf.



Expression Of Interest Expectations from Panel





Payments

20% Start payment. 



70% On Programme Payment payments. 



To be divided by the number of months the project shall be operating and paid on a monthly basis. 

 

10% End of Contract Evaluation. 











Due Diligence Expectations









Support to Grant Recipients

As the lead of the Community Grants Contract, I am dedicated to supporting and guiding each Grants Applicants from the Application to the End of the Delivery. I am always available to answer Grant Recipients queries over the phone, email and via Teams. I implement processes and activities, such as Telekits, to help ease the completion of the formalities and help Grant Recipients meet the contract requirements.

I believe in a one-to-one approach, and a forward and transparent attitude towards Grant Recipients. I encourage Grant Recipients to share good practice, help each other, and be involved with the decision process as a Panel Member. All relevant documents, guidance, updates, Q&As are regularly shared with Grants Recipients via email, and easily accessible to Grant Recipients via a robust online Portal. I deliver group sessions online such as On Boarding meetings, Refresher sessions and others.

Coming from years of working and being involved within the Voluntary and Community Sector, I take this role to heart as I find it gratifying to be able to help the third sector or small organisations change local people’s life.

One of the results of the Intense one-to-one Support is that some current Grant Recipients who never worked on an ESF Contract before the ESF Community Grants are now applying for a second contract following their successful achievement.







Successful Grant Recipients

View successful Grant Recipients and their achievements here: 















Panel Dates

Here is information for the future panel dates:









The London South Panel has been cancelled as the London South ESF Community Grants have now been fully allocated. No future Panel is due to be scheduled until further notice. LLC will review the situation early 2022 and decide if another London South Panel needs to be organised. In which case, we will contact you to ask if you still wish for your Application to be submitted to the Panel. Please keep an eye on our website or Contact Zaia Merabet for further clarifications. We apologise for the inconvenience caused.









Contact Details

Further details regarding the LLC Community Grants can be found on our website at: https://www.londonlc.org.uk/community-grants/

We can also be found via our social links Twitter | Facebook | Instagram | LinkedIn 



We would like to invite anyone who may have interest in the ESF Community Grants to contact Zaia via community.grants@londonlc.org.uk. 

We will then arrange for a telephone or Teams Meeting where Zaia will be able to clarify any points and answer all questions.







We look forward to hearing from you.
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1. Purpose

1.1  This document forms part of the legal basis for the implementation of
projects supported by the English European Social Fund (ESF) Operational
Programme for the 2014-20 programme period.

1.2  These Rules will be supplemented by guidance and action notes giving
details of how these Rules should be interpreted for the Programme and
projects. All guidance referred to within this document will be located on the
European Structural and Investment Funds (ESIF) website pages on GOV.UK
at www.gov.uk/european-growth-funding.

1.3  All guidance notes will be regularly reviewed and updated as
necessary.

Please note it is the grant recipient’s responsibility to ensure continued
compliance with the National Eligibility Rules and any associated
guidance, by taking account of any amendments to these documents.

2. Introduction

2.1  This document sets out the National Eligibility Rules for the 2014-2020
ESF Programme in compliance with Article 65 of EC Regulation 1303/2013
(the Common Provisions Regulation (CPR)). All projects must comply with
eligibility rules. Failure to do so can lead to financial penalties of up to 100%.
If the European Commission considers that there has been systemic failure on
eligibility issues, they could enforce a flat rate correction to the whole of a
Programme.

2.2  To attract ESF support, expenditure by projects must be eligible in
terms of the appropriate Operational Programme (OP), the relevant EU
Regulations and the National Eligibility Rules. The CPR states that the
eligibility of expenditure shall be determined on the basis of national rules,
except where specific rules are laid down in or on the basis of this Regulation
or the Fund-specific rules. ESF eligibility rules apply to all project spend
included in the eligible costs, including match funding. Further detail in
specific Regulations relevant to the 2014-2020 England programme can
be found in Section 3.

2.3 The ESF programme in England in 2014-2020 will be delivered through
two frameworks Co-financing organisations (CFOs) and non CFOs.

2.4  The national co-financing organisations (CFOSs) are:

e Department for Work and Pensions

Version 7 3
Published 11/07/2017




http://www.gov.uk/european-growth-funding


http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32013R1303&from=EN





e Skills Funding Agency
e Big Lottery Fund
e National Offender Management Service

2.5  During the course of the 2014-2020 ESF programme we expect to
appoint a number of local CFOs. Arrangements that apply to national CFOs
will also apply to the local CFOs.

2.6 A proportion of ESF will be delivered through the non CFO route — that
is through individual direct call projects in the same way as all European
Regional Development Fund (ERDF) programme calls are made.

2.7 ltis important to ensure that the rules are strictly adhered to both
during the project selection process and after approval. If there is any doubt,
the ESF Managing Authority (MA) should be consulted. Eligibility rules
applying to other (non ESF) sources of match funding cannot be used to
justify departure from ESF eligibility rules.

2.8  This document sets out what is eligible and ineligible for ESF support.
Projects must comply with applicable rules covering State Aid, Procurement
and revenue generation.

2.9 These rules are applicable to all projects from their effective date of
expenditure (see paragraphs 6.3).

3. Specific Rules — European Union
Regulations
3.1 Eligibility of expenditure for the European Social Fund can be found in

Regulation (EU) No 1303/2013 (the Common Provisions Regulation)
http://ec.europa.eu/regional_policy/information/legislation/index_en.cfm

e Article 65 - Eligibility

e Article 68- Flat rate financing for indirect costs and staff costs
concerning grants and repayable assistance.

e Article 69 - Specific eligibility rules for grants and repayable assistance

e Atrticle 70 - Eligibility of operations depending on location

Regulation (EU) No 1304/2013 (European Social Fund Regulation)

e Article 3 — Scope of support
e Article 13 — Eligibility of expenditure
e Article 14 — Simplified cost options
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4. Participant Eligibility
4.1 To be eligible for support from the ESF an individual must be:

e legally resident in the UK,
e able to take paid employment in a European Union member state.

4.2  ltis expected that ESF support for unemployed people will be used to
move individuals into work or closer to employment by providing vocational
training, advice, guidance and information. Similarly support for individuals
already in employment will be designed to increase their skills levels.

Age

4.3  ESF support has no upper age limit. However ESF support is for
individuals who will contribute to the growth of the economy through
employment or increased skills levels. It will be the responsibility of applicants
for ESF support to show that participants meet these criteria.

4.4  As an exception to the general rule that ESF is only available to people
who can work in the EU, the ESF Operational Programme in 2014-2020
allows additional ESF support for at risk young people age 15 to prevent them
becoming NEET (not in education, employment or training).

Youth Employment Initiative (YEI)

4.5 Participants in YEI provision must be NEET, aged 15 to 29 and reside
in an area which is eligible for YEI funding, as defined in the Operational
Programme. NUTS 2 region with youth unemployment rates above 25% in
2012.

4.6 There are four NUTS 2 regions in England which are eligible for YEI
funding: Inner London, Merseyside, Tees Valley & Durham, and West
Midlands. In addition, the following NUTS3 areas are eligible: Leicester,
Nottingham, Kingston upon Hull, Thurrock.

4.7 By NEET the Managing Authority means any young person aged
between 15-29 who is not currently in any form of employment or undertaking
any education or training.

Full time students are not eligible for YEI support.

Refugees and asylum seekers

4.8 Asylum seekers are individuals who are seeking international
protection who claim they are unwilling or unable to seek protection from the
authorities in their country of origin or habitual residence. Refugees are
people who have been granted international protection and have been given
permission to stay. Asylum seekers are not usually eligible for ESF support,
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but refugees are.

4.9  Asylum seekers are not generally allowed to work while their claims are
being decided. However, since February 2005, they have been allowed to
apply for permission to work if they have waited for over a year for an initial
decision on their asylum claim or further submissions. This is the result of an
EU directive on reception conditions for asylum seekers.

4.10 If the asylum seeker’s claim has been rejected, they may request
permission to work if they have made asylum-based further submissions
which have been outstanding for more than 12 months.

4.11 Where asylum seekers have been given permission to work they will
normally be able to access the full range of ESF support.

4.12 From the 9 September 2010, changes in the Immigration Rules came
into effect. These confirm that the permission to work rules applies to both
initial asylum claims and further submissions for protection based reasons.
However, the amended rules also introduced new restrictions on all asylum
seekers’ employment rights. An asylum seeker given permission to work will
not be allowed to become self-employed and will only be allowed to take up a
job which is included on the list of shortage occupations published by the
Home Office.

4.13 Asylum seekers who do not have permission to work may be supported
through ESF pre-vocational provision which might take the form of:

¢ Initial English for speakers of other languages, other basic skills
(literacy, numeracy and IT) where they are not part of provision that is
designed to lead to employment.

e Orientation provision to raise awareness of UK labour market needs
asylum seekers’ rights and responsibilities.

e Provision of information about further education and voluntary work
they can take part in.

e General advice about life in Britain for those given leave to remain
(information about law, culture, housing, welfare, health, educating and
employment).

¢ Involvement in voluntary activity.

4.14 Those individuals whose asylum claim is deemed to be unfounded and
have not obtained permission to work may only be supported by ESF in the
following circumstances:

¢ where they have signed up to return home as soon as they can and are
taking all reasonable steps to leave the UK and that they meet one of
the following criteria;

¢ where they are unable to leave due to physical impediment to travel or
other medical reason;
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e if in the opinion of the Secretary of State, there is no safe route of
return for them;

e if permission has been granted for a Judicial Review; and,

e if support is necessary to avoid a breach of ECHR examples.

Croatian Citizens

4.15 From 1st July 2013, as European Economic Area (EEA) nationals,
Croatian nationals have been able to move and reside freely in any European
Union (EU) Member State. However, Croatian nationals wanting to work in the
UK need to obtain work authorisation (permission to work) before starting any
employment, unless they are exempt from this requirement. Work
authorisation is normally in the form of an accession worker authorisation
certificate (or “purple registration certificate”).

4.16 A Croatian national with an offer of employment in the UK must obtain
this document from the Home Office before commencing work. This document
will contain an endorsement restricting the holder to a particular job or type of
employment. Those qualifying for a purple registration certificate will generally
be skilled workers who meet the criteria for the issue of a certificate of
sponsorship. Where a Croatian completes a 12 month period of lawful
employment in line with the conditions of their purple registration certificate
they will become exempt from worker authorisation from that point and will be
able to work freely in the UK.

417 Further information can be found on the Home Office web site:
https://www.qgov.uk/government/organisations/home-office

Self employed

4.18 Self-employed people who want to access ESF must be able to show
that they are genuinely self-employed and that their business activities are
registered with HM Revenue and Customs.

People in prison

4.19 ESF is primarily aimed at people who are available to work in the job
market. The following eligibility criteria apply to people in custody:-

e people sentenced to less than three years can access ESF at any
point during their sentence, and;

e people sentenced to more than three years can only access ESF
during the last three years of their sentence.

e people sentenced to an indeterminate tariff (including life prison
sentence and Imprisonment for Public Protection - IPP) must have
regular reviews to determine eligibility status based on the likely
length of sentence to be served during the lifetime of the
Operational Programme; and
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e Individuals who are on remand are eligible for ESF support. When
their status changes their eligibility will be reviewed in the context of
the two bullet points above.

Economically inactive

4.20 Economically inactive people i.e. those who do not satisfy the
International Labour Organisation definition of unemployed (available to work
and are actively seeking) are eligible for ESF support.

People at risk of redundancy

4.21 ESF can support those at risk of redundancy whether or not they have
received notice of redundancy.

4.22 Support for those at risk of redundancy must not involve wage
subsidies, but may include eligible activities such as retraining, up-skilling,
careers advice etc.

5. Location of Project

5.1 In ESF, beneficiaries mean the providers whilst individuals being
supported by activities are participants. For ESF in 2014-2020 the place
where the activity is taking place — that is where the provision is — should be in
England and this will be where the ESF support is counted as occurring. Any
eligible individual with reasonable access to the opportunity may be
supported. Different rules apply to projects funded under the Youth
Employment Initiative (see paragraph 4.6), since participants must reside in
an area which is eligible for YEI funding.

6. Eligible Expenditure

The following paragraphs from 6.1 to 6.30 are relevant to both Co-
financing Organisations (CFOs) and non CFOs.

Subcontracting
6.1 Itis recognised that organisations delivering provision directly AND via
a sub-contracting arrangement will incur both running costs (e.g. staff,

administration) and also contract costs submitted from a sub-contractor.

6.2  Specific details on eligible and ineligible expenditure incurred through
both or either of these routes is covered throughout this section.
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Effective date of expenditure

6.3  The effective date for incurring eligible ESF expenditure is the date

the project is formally selected into the programme at outline application stage
for non CFO projects. Any expenditure incurred by a non CFO project prior to
this date is ineligible. Outline approval of a project does not guarantee it full
approval.

Actual Expenditure

6.4 Non CFO and Technical Assistance expenditure must be declared on
the basis of actual ESF expenditure (including match funding). Expenditure
declared must be justified by supporting paid invoices or other appropriate
accounting documents.

6.5 Claims based on actual eligible expenditure can cover staff, participant
and other costs. There is a distinction between direct and indirect costs:

e Direct costs are those costs which are directly related to activity
supported by an ESF project e.g. salaries of staff directly engaged on
ESF activity, participant costs such as allowances and childcare costs
and other costs such as stationery and consumables;

e Indirect costs are shared organisational costs and so cannot be
connected directly to project activity and which are difficult to attribute
to the project e.g. telephone costs, gas, electricity and water.

e Projects including indirect costs within their eligible costs must use the
Simplified Cost Option, using a flat rate of either 15% or 40%. Further
guidance on how to calculate this is given within the ESF Guidance
Document

Staff costs

6.6  Staff costs can include employer's national insurance and
superannuation costs. The application for funding must include any expected
increases in grade or pay scales for the staff involved. Staff costs may include
those costs covered in a person’s contract of employment that are taxable
incentives linked to pay and pension contributions. The claim must be based
on actual salary costs relating to time spent on ESF activity. The claim can be
evidenced in the following ways:-

o staff employed wholly or for a specific part of their duty on ESF
related activity need to have a letter of appointment and job
description that clearly states starting and finishing dates (if
appropriate) and makes clear that they will be wholly employed on
ESF-related activity.

e Sick or maternity pay can be claimed if it is in line with the
organisation's staff policy or on the individual's contract of
employment. Alternatively an organisation may claim for
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replacement staff costs but only if maternity or sick pay is not being
claimed. If an organisation is entitled to claim statutory sick pay
back from HMRC it should do so and offset any such payments
received against its claim for ESF.

6.7 If a staff member is spending all of their time on ESF activity the
organisation should claim actual salary costs for the period they are employed
on the project. If a staff member is working full-time but only working part of
their time on ESF, then only those hours spent on ESF can be claimed. The
hourly rate applicable will be calculated by dividing the latest documented
annual gross employment costs by 1720 hours.

6.8  The costs of training in connection with ESF activity can be claimed,
although it is expected that all organisations who submit an application are in
a position to deliver the project. Staff training costs can be claimed only if an
individual has specific needs for training that could not have been identified
before the project began. This needs to relate to the acquiring of specialist
knowledge.

Participant costs

6.9 For employed participants, wages and allowances paid by their
employer for the time they spend on the ESF funded activity may be claimed;
this can include employers' National Insurance and superannuation
contributions. Alternatively, the cost of employing replacement staff to cover
for a staff absence on ESF funded activity may be claimed but not both. All
costs must have supporting evidence of actual salary and time sheets. Daily
travel costs for participants must have evidence to show the actual cost for
each participant for each day. For costs relating to external courses, the
length of the course, and the cost of travel, board and lodging must be shown.
Costs for external courses should be claimed under 'other costs'. Costs for
caring for children or other dependants should show the net weekly or hourly
costs involved, excluding any contributions from participants towards these
costs.

Participant allowances

6.10 If used as part of the project, participant allowances can be claimed.
Although there is no upper limit for the allowances paid to participants, it is
important to consider the following:-

e The managing authority will decide if allowances conform to levels
within the locality and if the allowance represents value for money.

¢ Allowances may affect the level of benefits participant are entitled to,
so this issue should be discussed beforehand with the local Jobcentre
Plus office.
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¢ HM Customs and Revenue may regard some allowances as taxable
benefits, so it is imperative to check with them before setting the
allowance levels.

Match Funding

6.11 Since ESF only covers part of the costs of a project, Non CFO projects
will be required to provide additional match funding when applying for ESF
assistance to cover the balance of the costs of the project. The match funding
must meet all of the eligibility rules described here and all of the other ESF
requirements. Since the match funding is financing part of the cost of the
project, it is clear that it must be integral to the project, its activities and its
objectives. Applicants must set out in their applications sufficient detail about
their match funding sources and provide assurances that the match will be in
place from the outset of the project.

Premises

6.12 This should include rent, rates, heat, light and service charges
associated with the premises where it can be clearly demonstrated that these
are incurred by the organisation solely for the ESF (non CFO) project.

Rent and leasing of buildings

6.13 Where a building which is wholly used for ESF activity is rented or
leased, the rental or lease costs can be claimed as eligible expenditure.

Depreciation of buildings

6.14 Any asset, including a building, must have a fixed useful life. The length
of a building's life varies according to its type and purpose. An organisation’s
accounting policies must set out the period of time and the way in which the
amount of depreciation claimed has been calculated. Any depreciation
claimed must be in line with the organisation’s policy on calculating
depreciation. Depreciation costs are ineligible if the cost of the building has
already received EU support.

6.15 Generally, Government expect that a permanent building used for
training purposes would depreciate in the range of 2% to 5% each year on a
straight line basis (the same amount each year), reflecting a uniform life of
between 20 and 50 years. A list of the premises for which depreciation will be
claimed and the basis on which depreciation will be applied must be provided
in the ESF application.
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Hire and lease of equipment

6.16 Where equipment is used exclusively by ESF participants the actual
costs of leasing such equipment, including VAT where this applies (see notes
on VAT), is eligible for the period of time covered by ESF activity.

6.17 Finance leases: these are similar to hire-purchase agreements. The
lessee (the person who leases the equipment from someone else) is
responsible not just for maintaining the equipment but also for insurance,
repairs and so on. At the end of the lease the equipment becomes the
property of the lessee. The costs of leasing equipment under a finance lease
are not eligible. Rather, the item leased should be treated as a fixed asset
and depreciated (the loss in its value) in line with the organisation’s
accounting policy.

6.18 Operating leases: under this type of lease, the equipment remains the
property of the lessor (the person who leases the equipment). The costs of
operating leases can be claimed if it can be shown that the costs of the lease
are competitive and are similar to the rates charged in the market place.
However, if a leasing charge for equipment (in any one year) goes over, or
closely matches, the full cost of buying the item it would be seen as an
attempt to introduce capital expenditure as an eligible item under a different
heading, and capital expenditure (over £1,000) is not eligible .

Depreciation of equipment

6.19 The calculation of depreciation must be in line with the organisation's
accounting policy. Claims must be based on the actual costs of equipment
owned. Depreciation can be claimed on second-hand equipment providing it
has not been claimed for previously. Depreciation can be calculated in many
different ways, the most common being straight line and reducing balance
methods (depreciation is calculated each year on the value of the assets in
the books at the start of the year). It is normally expected that the smallest
number of years over which an item can be depreciated is three years.

6.20 If an organisation has received capital grants towards the costs of fixed
assets, these grants should be deducted from the costs before calculating
depreciation costs for ESF. Where deferred credits are used to offset
depreciation costs, the amount of the deferred credit must be deducted from
the depreciation costs for ESF purposes. An accountant will be able to advise
if deferred credits have been used.

6.21 Working papers must be kept to show how depreciation costs have
been calculated for the ESF project. These must include the costs and
descriptions of the items purchased, when they were purchased, how the
depreciation was calculated, how long the items were in use, where they are
now, and an estimate of their current value. When applying for ESF it will be
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necessary to provide a list of items to be depreciated and details of how the
depreciation costs together are to be calculated.

Consumables

6.22 A list of required consumables, with the estimated expenditure, should
be included in the application. Computer software should be treated in line
with the usual accounting policy of the organisation.

Small items of equipment

6.23 Itis recognised that there might be a need to purchase small items of
equipment in the form of non-capital® items. Accordingly, a list of required
small items, with the estimated expenditure, should be included in the
application form.

6.24 No single item can cost £1,000 or more. There is no set limit to the
number of small items of equipment under £1,000 which can be claimed, but
the total expenditure on small items of equipment will be taken into account
when assessing the project's value for money, bearing in mind that ESF is not
a capital programme.

6.25 Because grant recipients will be required to provide participants contact
details through a secure gateway, it is a pre-requirement for all projects to
purchase or have access to software which enables the Grant Recipient to
send this data in a PGP encrypted file format to the Managing Authority.
Procurement of this software is an eligible cost.

Fees

6.26 This should include any work done by an independent consultant if the
work was essential to the project and the costs were reasonable. Costs of
independent project evaluations can be included if the work is essential to the
project and/or a condition of grant. In both cases there should not be any
double counting of fees under capital expenditure. Accounting and audit costs
can be claimed if they relate to requirements imposed by the Managing
Authority. The cost of guarantees provided by a bank or other financial
institution to the extent to which the guarantees are required by National or
community legislation can be included. Bank transaction costs are eligible but
not debt interest.

1 Non Capital items may include normal running expenses such as stationery and repairs,
equipment rentals etc. Capital items are assets that tend to be any pieces of equipment you use in
your business that will be useful for more than about a year for example ‘plant and machinery’.
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Volunteer time

6.27 Previous experience of using volunteer time as match has been that for

some organisations the obligations have proved too rigorous. In order to

mitigate this, the use of volunteer time as match must be agreed by the

Managing Authority. The Managing Authority would expect that projects
should also have as a minimum 10% cash (which can include staff time)

match funding.

6.28 Unpaid voluntary work may be eligible as match funding in kind. In
addition to the normal rules for match funding, the following conditions will

apply:

beneficiaries cannot be treated as volunteers during their time on the
project;

volunteer-time contributions must be calculated using the method and
guidance set out;

volunteers must be made aware from the beginning that they are
helping the project in their own private time and they are not employed
on the project;

projects will need to show final claim entries for volunteer time. The
project management should hold complete, accurate and up-to-date
records which show not only the time sheets of volunteers but also a
description of their activities. Projects should be able to match the
information held to annual reports or final reports when the project
ends. If they cannot do this, then the relevant report entries will be not
be classed as eligible;

if any paid employee performs additional duties on a voluntary basis,
the costs are not eligible;

the tasks performed by the volunteer should match the job titles and
the notional rates given in the guidance;

if a volunteer performs a task which is outside the range of the job titles
provided, this activity cannot be claimed as match. The MA will need
written evidence to justify technical or specialist rates to be agreed prior
to the project making any claims;

if a volunteer does the same or similar duties as paid staff, the rate
allowed for the volunteer will be either the notional rate or the salary
rate of the paid employee, whichever is lower.

Other Revenue

6.29 This should include any eligible revenue expenditure not covered in the

categories above provided it can be clearly demonstrated that these are

directly related to the delivery of the project. Any expenditure related to
marketing and publicity should also be included here.

6.30 Examples of eligible staff costs, hire of equipment; consumables and

second hand equipment will be contained in the Guidance for ESF.
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Ineligible expenditure

6.31

The following costs are not eligible expenditure:-

expenditure referred to in EC Regulation 1303/2013 (the Common
Provisions Regulation (CPR)) Article 69 paragraph 3, and Regulation
(EU) No 1304/2013 (European Social Fund Regulation) Article 13
Paragraph 4;

Payments that support activity intended to influence or attempt to
influence the UK Parliament, Government, political parties, European
Union Institutions, or attempting to influence the awarding or renewal of
contracts and grants, or attempting to influence legislative or regulatory
action in the United Kingdom or the European Union”.

Co-financing Organisations.

Paragraphs 6.32 to 6.43 are relevant to CFOs only.

Effective date for expenditure

6.32

For Co-financing organisations the effective date for expenditure is

generally when their application is selected (approved) into the programme.

Retrospection

6.33

Exceptions will be made for retrospection back to 1st January 2014 for

ESF Co-financing Organisations and may also be agreed by the MA for
individual, specific operations:

Retrospection arrangements will end on 31 January 2016, unless a
specific exception to this is agreed by the MA.

All exceptions must be supported by clear, strong, written evidence and
agreed by the MA in advance of any payments being made.

Each call for applications must include an annex stating whether
retrospection does/does not apply to that call, the terms and conditions
of any retrospection and the earliest applicable date for retrospection
applicable to that call.

6.34 All cases for retrospection must be subject to:

e The applicant agreeing, in writing, that any expenditure incurred prior to
formal selection, is at their own risk and will not necessarily be
reimbursed.

e The applicant and operation meeting all MA retrospection criteria.

e The case for retrospection being supported by strong, clear, written
evidence and subsequently fully agreed by the MA.
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e Any additional retrospection tests to be carried out by the MA being
fully undertaken and passed before payment is made.

Initial Advance Payments

6.35 CFOs may also make an initial advance payment to their providers to
help ease cash flow. As such advance payments are contractual payments;
they can legitimately be claimed by the CFO from the managing authority /
Intermediate Body (IB) in the next claim.

Administration costs

6.36 Inthe CFO model, actual delivery to participants is undertaken by sub-
contractors. The CFO incurs its own costs for the procurement and
management of these providers. Unlike in non CFO projects, the amount of
money which can be spent on these administration costs is capped.

6.37 This section explains what the administration costs can cover and how
the costs involved in delivering ESF effectively should be recorded as
supporting evidence for the claim to the managing authority (Staff and other
costs). It should be noted that the administration costs must be based on
actual activity and cannot be more than a maximum of 10% of the total
declared costs incurred.

6.38 The activities below are eligible for support:-
Contracting:

e consulting and publicity events for the prospectus and tendering
documents

preparing the Co-financing prospectus and tendering document
handling tenders from providers

negotiations after tenders have been received

financial appraisal

appraising contract quality with providers

Developing and implementing policy, systems and processes for:

managing contracts

information management including IT systems

Innovative activity to support ESF delivery

monitoring the performance of providers

monitoring the quality of providers

auditing providers including retention and collation of evidence
evaluating and researching projects

publicising the projects

preparing claims for ESF support

e preparing and submitting ESF monitoring returns
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e attending monitoring and committee meetings
¢ financial management
e training on ESF systems and processes.

6.39 The claim for administration costs must be supported by evidence that
the activity has taken place (for example staff time sheets or invoices for non-
staff activity) and that the amount claimed is both reasonable and represents
proper value for money. The claim must be based on actual costs (salary and
other costs) plus any eligible overheads. Other costs must be supported by
relevant documentation such as invoices.

6.40 Note that if CFOs intend to include eligible overheads in their claims
they must agree with the Managing Authority which overheads will be included
and the basis on which they will be calculated. The claim can be evidenced in
the following ways:-

¢ Staff employed wholly or for a specific part of their duty on ESF related
activity need to have a letter of appointment and job description that
clearly states starting and finishing dates (if appropriate) and makes
clear that they will be wholly employed on ESF-related activity.

e Staffs who also carry out work that is not related to ESF must record
their time spent on ESF on a time sheet, diary, recording system etc.

e Any overhead expenditure included must be based on real costs, be
related to the implementation of ESF and be allocated on a fair and
equitable basis.

6.41 Records of either staff time or invoices relating to other costs (that is
non-staff) need only be kept at a national agreement level rather than the
priority level.

National CFO Match Funding

6.42 National Co-financing Organisations will continue to utilise match in the
same way as they have in the 2007 — 13 ESF programme. The Skills Funding
Agency; National Offender Management Service and the Department for Work
& Pensions use the contracted costs of domestic programmes that are
delivering similar, eligible activities to ESF to match against European
Programmes. They will continue to use separate but eligible public contracts
to match with ESF.

6.43 Big Lottery is a new National Co-Financing Organisation for the 2014-
2020 Programme and will use cash match for its ESF contracts.

Local CFO Match Funding

6.44 Local CFOs will be required to provide match funding when applying for
ESF assistance. The match funding must meet all of the eligibility rules
described here and all of the other ESF requirements. Since the match
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funding is financing part of the cost of the project, it is clear that it must be
integral to the project, its activities and its objectives. Applicants must set out
in their applications sufficient detail about their match funding sources and

provide assurances that the match will be in place from the outset of the
project.
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LEARNER FILE CHECK GUIDANCE


			Learner Details


			Learner ULN


			 LLC will provide it for Organisations delivering Non-Regulated Activities.





			


			SURNAME


			Must match with Right to Work, Address and Unemployment Evidence





			


			FIRST NAME


			Must match with Right to Work, Address and Unemployment Evidence





			


			ESF Provider


			= LLC – London Learning Consortium





			


			Course 


			= Training / Activity Title or Name





			


			Course Code = Learning Aim Z Code


			Code must be consistent, i.e., similar on RarPa Course Details Form + Learner Enrolment Form + Learner Timesheet + Learner Leaver Form.





			


			Start Date = for Individual Learner


			Start Date must be consistent, i.e., similar on RarPa Course Details Form + Learner Enrolment Form + Learner Timesheet + Learner Leaver Form





			


			End Date = for Individual Learner


			End Date must be consistent, i.e., similar on RarPa Course Details Form + Learner Enrolment Form + Learner Timesheet + Learner Leaver Form





			


			D.O.B


			Must match with Right to Work and Unemployment Evidence





			


			Age at Start


			 





			


			ST01 
Participant Assessment and Plan


			ILR or equivalent signed by participant. 
A copy of an Individual Learning Plan (ILP)/Learning Agreement and Initial Assessment.  
Provider to declare on the Learner signed application form the supporting evidence they have seen to confirm eligibility for ESF and for the specific contract 





			


			





Is there evidence to confirm that the Learner has the right to be able to take paid employment in an EU member state?


			1. Has a National Insurance Number


2. Legally resident in the UK
3. Able to take paid employment in a European Union Member state
Evidences to be submitted / uploaded on SharePoint for Learner Start to be claimable.

“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”

All photocopies, including scanned documents and pictures of evidence, must have a “True Copy of Original” annotation + initials of the person uploading the copy on SharePoint + signature + date.





			ST01 Start = Learner Registration


			Enrolment form


			Form must be completed fully, signed, and dated.

Ensure all pages are scanned fully and easily readable.





The Enrolment Form must contain two learning aims minimum (1 is ESF Code for start activity and the other one for learning activity) - course start date and end date for both aims, also delivery details should be fully completed for all learners. 



Signature Date of the Enrolment Form must match with the Registration Date on the first line of the Learner Timesheet.
The Registration Date can be different to the Learner Course/Activity Start Date. The Registration Date must be before the Learner Course/Activity Start Date.

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.





			


			NI Number & Right to Work in UK evidence


			Learners who do not have a National Insurance Number (NINO) and/or Right to Work are not eligible to the programme and cannot be claimed as a Starter.





			


			Benefit evidence or self dec


			1) Unemployment Evidence must be dated within 3 months from the signature date on the Enrolment Form and submitted/uploaded on SharePoint.

The Unemployment Evidence must confirm at least two of the Learner's details (i.e., Name + NINO or address...).

2) You must ensure that the Self- Declaration and your Declaration are completed for all your Learners (historic and current) who are Economically Inactive. 

For your Learners who have completed the programme, please explain that they have now completed the programme and are not reachable.

3) The Universal Credit Evidence must show at least two details confirming it belongs to the Learner (Learner Name and either Address or NINO for example). 

It must also show the dates of the UC Claimed, and some details as to what category the Learner Belongs to, i.e., details of payment. You will have noticed that Universal Credit is mentioned for both Unemployed and Economically Inactive, and those details on the evidence will confirm the Learner’ Status. 

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.

N.B: Full Time Students are not eligible to the programme.

For Learners to be eligible to the ESF Community Grants Programme they need to be available for work.
A Full Time Student is not eligible for the ESF Community Grants unless they confirm that they are available for work.
Learners who are in Full Time Education (15 hours and more), i.e. Secondary School or College are not eligible to the programme. 





			


			ILP


			Found in = PART 4 on Enrolment Form: INDIVIDUAL LEARNING PLAN – IAG AND NON-ACCREDITED INITIAL ASSESSMENT – LEARNER ACHIEVEMENT RECORD





Each objective to be dated individually


SMART = Specific + Measurable + Achievable + Realistic or Relevant + Time








			


			Maths & English Basic Skills Assessment


			Learners completing the Basic Skills Assessment (Maths and English) is a mandatory contractual requirement.

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) and explain the reasons for their refusal to complete it, i.e., the learning plan agreed and deemed suitable for them. Then add a Statement to confirm how the Learner will benefit from attending your programme even though they refused to complete the Basic Skills Assessment due to the reason they explained. 

Learner must sign and date the statement on each Assessment Front Page to evidence that you did ask the Learner to complete them.

The Evidence of their Level of Achievement should include the Learner’s Full Name, the Level of Achievement, and the completion date.





			


			Induction Checklist 


			 = Part 0 on Enrolment Form





			


			Start Timesheets


			First Line is specifically for the Registration of the Learner, i.e., date when the Enrolment Form is completed and signed.

Next lines are for the Course/Activity Learner is attending as well as any support Learner received via telephone, online or in person.

Total number of Hours must be equal or higher than the selected Learning Aim Code minimum number of Hours.





			


			Non-accredited IA & achievement record 


			Found in PART 4 on Enrolment Form: INDIVIDUAL LEARNING PLAN – IAG AND NON-ACCREDITED INITIAL ASSESSMENT – LEARNER ACHIEVEMENT RECORD





			


			E-mail confirmation (enrolment) 


			1) Do not copy the Learners email on a Word document. This is not acceptable and makes the Enrolment Form Invalid.
2) Ensure that the email include all relevant documents 
3) 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). 


4) All emails addresses should be those provided at registration i.e., on Enrolment form. All received emails should give a full description of what they are digitally signing for to complete the audit trial. In addition, the email needs to be uploaded on SharePoint as an additional page to the original document to be validated. If it is not present or descriptive enough it will be placed on hold with actions.

Where this process is being used for employers, please apply the same methodology above but check that it is an authentic email address. Employer’s email confirmation must come from a non-generic (Hotmail or google for example) business email address.”

When the Learner returns/forwards the email back to you, he/she must confirm they agree with the statement on your original email.

This email offers a digital signature by email due to the Covid-19 pandemic as required on contractual paperwork.

I (Learner’s/employer’s full Name) acknowledge receipt of (Document Name(S)) for the ESF Community Grant programme from (Grant Recipient name).

I have read, understood and agree that the document is correct. I agree to digitally sign the document attached titled (Document Name(S)) dated (xx/xx/xx)/ or documents listed below  (add bullet point list of relevant documents below)

Please accept this acknowledgment as a digital signature.

Name in Capitals: xxxxxx “

-----
**If you are using the email to get a timesheets or other document verified and digitally signed you must ensure to change the prompt to say:

I have read, understood and agree that the document is correct. I agree to digitally sign the timesheet for aim name; xxx with the activity dated xxx totally xx hours.







			


			Enrolment Processed onto PICS


			All Forms and Evidence below signed where applicable and uploaded on SharePoint:

Ensure all pages are scanned fully and easily readable.

1. Learner Induction Checklist
2. ESF Grants Enrolment Form -/ Learner Agreement
3. Individual Learning Plan – IAG and Non-Accredited Initial Assessment – Learner Achievement Record
4. Learner Activity Timesheet
5. Learner and Grant Recipient Declaration of Learner Employment Status for Economically Inactive Learners
6. Learner Registration with Awarding Body for Accredited Training only
7. Learner File Checklist

Learner Eligibility Evidence:
1. NI Number entered on Enrolment Form
2. Evidence of / RIGHT TO WORK
3. Learner Signature present where required. 
4. Benefit Evidence (if unemployed)
Evidence of Residency (Driving Licence not acceptable)
5. Basic Skills Assessment Results Evidence





			On Programme + Progression + Exit


			Progress Review


			To be completed by the Learner Quarterly or Mid-Programme (if Quarterly is N/A).

Must be consistent with PART 4 on Enrolment Form: INDIVIDUAL LEARNING PLAN – IAG AND NON-ACCREDITED INITIAL ASSESSMENT – LEARNER ACHIEVEMENT RECORD
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			Leaver form


			1) A Leaver’s Form must be completed as soon as the Planned End Date entered on the Enrolment Form/Course Details Form is passed. You need to refer to the Learner’s Timesheet and the Enrolment Form/Course Details Form to complete the Leavers Form. 


The Timesheet gives you the Actual Start and End Dates and the Enrolment Form/Course Details Form gives you the Z Code.


If you have changed your Z Code since completing the Enrolment Form, you must complete another Course Details Form for that Learner and enter the amended Z Code, which must then match with the one you enter on the Leavers Form.


You must refer to page two of the Leavers Form to select the correct Completion and Outcome Codes:


· If the Learner is continuing their course – the completion status code should be (1) Learner Completed and outcome indicator code as (3) Not Achieved


For Learners who completed your training, but you are still working with them to progress them into Employment or Training, you are still required to have a Leavers Form completed with the Completion Status Code as (1) as soon as their Planned End Date entered on their Enrolment Form is passed. But the Exit Interview Form will be completed only once you are happy to complete the Learner on your Programme.


An Explanation and Evidence/Confirmation of continuation of course/activity must be added on the Learner’s Progress Review and the Leaver Form. 


· If the Learner has completed/achieved their course – the completion status code should be (2) Learner Completed and outcome indicator code as (1) Achieved 


•	If the Learner has left early/withdrawn from the course – the completion status code should be (3) Learner Withdrawn and outcome indicator code as (3) No Achievement 


Where a Learner withdraws from the Programme, the Leaver Form and Exit Interview Forms should be completed with “N/A + Learner withdrew from Programme” where Learner’s answers are not available


•	If the Learner is on a break in learning – the completion status code should be (6) temporarily withdrawn due to break in learning and outcome indicator code as (3) No Achievement.


	Where Grant Recipients are on furlough or putting their programme on hold, all Learners who have passed their Planned End Date must have a Leaver’s Form completed as break in learning.


Where a Leavers Form is completed but the Learner has not completed the Programme, you must carry on completing the Progress Review and Learner Timesheet until the Learner completes the Programme and the Exit Interview Form.


A Leavers Form can therefore be completed more than once for a Learner.


Where a Learner take a break from the activity/learning, the following is required:


1. Learner Leaver Form to be completed with the codes mentioned above for break in learning and put in the Actual End Date column on the leaver form the date the Learner went on a break/last activity (they can only go on a break in learning for up to 6 months)


2. The reasons why they are going on a break in learning


3. When the Learner is back from a break in learning – use the leaver form they completed before and update it by adding comments of the date the Learner came back from a break in learning and we will also need a new planned end date


4. With the break in learning – Timesheets will be required up until the Learner’s last activity before they went on a break and obviously again when Learner came back from a break as well.


2) You are required to complete and upload all forms below for all Learners who completed or left early/withdrew from the programme and are not continuing the programme or on a break. 


1. Learner’s Timesheet


2. Learner’s Progress Reviews


3. Certificate of Achievement


4. Leaver Form


5. Exit Interview Form 


6. Progression into Employment or Education Form and Evidence (where applicable) All the documents listed above must be completed by the advisor/tutor in your organisation and uploaded on SharePoint as soon as the Learner completes the programme.


Please do not delay the upload of the forms listed above because you are waiting for the Learner’ signature. Late Signature confirmation can be submitted on SharePoint at a later date. 


Please ensure that the message including the Learner Start Date and End Date is consistent in all documents.





			


			Certificate of Achievement


			To be completed when Learner exits the programme (i.e., completed all activities/training and support or progressed into Employment or Education).





			


			Exit interview


			To be completed when Learner exits the programme (i.e., completed all activities/training and support or withdrawn or progressed into Employment or Education).





			


			End Timesheets


			To be completed when Learner exits the programme (i.e., completed all activities/training and support or withdrawn or progressed into Employment or Education).





The last date on the Timesheet must match with the Learner End Date as entered on the Leaver’s Form and Exit Interview Form.





Total number of Hours must be equal or higher than the selected Learning Aim Code minimum number of Hours.





			


			E-mail confirmation (End ILP, reviews & timesheets)


			Please refer to Email Confirmation (Enrolment).








			


			Progression form & letterhead/ company stamp


			All Forms below must be completed with the Progression Form:

1. Learner’s Timesheet
2. Learner’s Progress Reviews
3. Certificate of Achievement
4. Leaver Form
5. Exit Interview Form 
6. Progression into Employment or Education Form and Evidence (where applicable)

If not completed during the Exit, the Progression form and evidence must be completed within 28 days from the Exit/Learner.











			


			Completion Processed onto PICS


			Please refer to Leaver’s Form Above.
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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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ESF Community Grants


Grant Recipients Invoice Payment Policy





It is Grant Recipients responsibility to deliver the activities as detailed on their Expression of Interest (Delivery Proposal question), to the specified target groups, qualifications, and geographical areas.  


Payment of the grant is based upon and, subject to, the delivery of the activities and the target volumes being confirmed on the ESF Monthly Report and via uploading all required evidences on SharePoint.





1. PAYMENTS PROCESS: 





1.1		20% Start payment. 


One off payment made on the attendance of the Onboarding meeting and the production of the requirements below:


1. photographic evidence of the ESF poster(s), as provided by the Managing Agent. This shall clearly show the details of the poster(s) in the delivery location(s) and include identification of the Grant Recipient. The ESF Poster must be printed in size A3 and positioned on the office wall for all visitors to see.


2. two non-generic business emails so we can give you access to SharePoint.


3. Grant Recipient’s UKPRN.


4. signed and dated Letter of Intent.


5. Email the completed Account Details Form (attached at the end of this Policy) with the first Start Invoice.


The Grant Recipient must also evidence intending to complete the Due Diligence on time and starting the programme by completing the ESF Monthly Report and detailing what activities are taken place to start the programme.





1.2		70% On Programme Payment payments. 


To be divided by the number of months the project shall be operating and paid on a monthly basis. 


On Programme Payment of the grant is based upon and, subject to, the delivery of the activities and the target volumes being confirmed on the ESF Monthly Report and via uploading all required evidences on SharePoint.


On Programme Payment is also based on the assessment of the performance, as below:


Between 80 and 100% of the contracted targets achieved (Learners Starts + Progressions -into Paid Employment and Education - as per Delivery Profile) = payment approved


Between 60 and 79% of the contracted targets achieved (Learners Starts + Progressions -into Paid Employment and Education - as per Delivery Profile) = first month payment approved only. The Delive6ry Profile will be reviewed if required, i.e., if Grant Recipient cannot not confirm the ability to achieve the agreed targets during the next 3 months.


Between 0 and 59% of the contracted targets achieved (Learners Starts + Progressions -into Paid Employment and Education - as per Delivery Profile = Payment not approved. The Delivery Profile will be reviewed if required, i.e. if Grant Recipient cannot not confirm the ability to achieve the agreed targets for the following 3 months.





1.3		N, B:


a. A single learner cannot be claimed for both a job and training at any time. 


b. Training outputs do not include the training completed while the person is on the project. 


c. Jobs and training cannot be more than starts


d. Progression into Further Education: Learner registering with an Accredited Training Provider, to attend a higher level than completed on the ESF programme OR for a minimum of 20 GLH -Guided Learning Hours - at the same level)


e. In the case of a structure unpaid work placement, this would not count as a progression into employment, and would only count as a progression into training if the work placement had a qualification attached to it.


f. Progression into Employment: Learner paid employment, including registering with HMRC as Self-Employed. 


Grant Recipients will be required to evidence their Overall Achievement and complete all relevant Corrective Actions prior to receiving their last Month On Programme Payment.





1.4		10% End of Contract Evaluation. 


To be paid at the end of the project on production of:


1. the completed End of Contract Evaluation report,


2. the Project Case Study,


3. at least 2 Learner Case Studies


4. the Project Cost 


5. the Overall Staff Timesheets as provided by the Managing Agent.


All Learners must have the following requirements completed:


1. Leaver’s Form, 


2. a Progress Review 


3. an Exit Interview Form completed, 


4. as well as a Certificate of Achievement where applicable (only for Learners who completed the programme or started Work or Education).


5. Progression Form with Evidence if applicable





All Progressions (into Paid Employment and Education) must be submitted within 28 days of the End of Contract Date ( = last day of End of Contract Month as per your Delivery Profile) or within 28 days of their Exit Date as entered on their Leaver’s Form and Exit Interview Form.





Reminders:


a) Invoices do not include VAT.


b) Invoices must be dated the 1st of the following month, i.e for February 2021 you will date your invoice 1st March 2021.


Please don’t use the “Automatic Date” on your invoice as it might not be correct.


c) For coding purposes, each invoice should state the project name (London South = LS or Coast to Capital = C2C or South East LEP = SELEP)


d) All invoices should be saved with CG (for Community Grants) Name of the Grant Recipient + Month + LS or C2C or SELEP + Round Number (if delivering more than one programme) = i.e. CGLLCSeptLS2.


e) Invoices are to be Made Payable to Accounts Payable @ London Learning Consortium, Christopher Wren Yard, 119 High Street, 1st Floor, Croydon, CR0 1QG. 


f) Invoices must be submitted by the 4th working day of each month. The invoices should be sent to accountspayable@londonlc.org.uk , copy community.grants@londonlc.org.uk  .


g) Invoices received by the 4th working day of each month will be paid on the last working day of the following month.


h) Invoices received late (to accountspayable@londonlc.org.uk, copy community.grants@londonlc.org.uk  may not be processed until the following month.





2. PERFORMANCE MANAGEMENT ARRANGEMENTS





2.1 Monthly reports must be submitted by the 4th working day of each month to LLC’s Contract Manager. The template for the reports shall be supplied by LLC.





2.2 During the lifetime of the project a minimum of two Learner Case Studies and one Project Case Study must be supplied.





2.3 A project evaluation shall be completed and submitted to LLC no later than six weeks after the project has ended. The template for the evaluation report shall be supplied by LLC.





2.4 In the event of the following circumstances, LLC reserves the right to withhold payments, and/or to reduce the value, or withdraw the contract, without notice:





· Grant Recipients are not adhering to the terms and conditions of the contract.


· activity has not taken place, or activity delivered is different to the activity proposed in the application process (see Question titled Delivery Proposal on the Expression of Interest), i.e. GLH (Guided Learning Hours not delivered as agreed on the SLA (Service Level Agreement) and Expression of Interest).


· ESFA non-payment or late payment to LLC


· ESFA/ESF changes to LLC’s contract or their administration of the contract


· If minimum levels of performance are not achieved, or are not forecast to be achieved (as per the target profiles and deliver outcomes)


· A monitoring visit, observation, or desk-top audit identifies a grading of “requires improvement”


· Paperwork is inadequate and fails to meet LLC standards, or is not submitted in accordance with agreed timescales or when requested


· Where delivery is outside the agreed parameters of the programme of activity.


· Where delivery is outside the agreed geographical location.


· ESF funding Regulations and Marketing guidelines are not being adhered to. 


2.5	The target number of participants should be viewed as a minimum expectation. If it becomes apparent that this number of participants will not be achieved, grant recipients must notify LLC immediately. The contract and amount of grant awarded may then be reviewed at this point.





3. VAT


3.1	 The Grant Recipients acknowledge that the grant is not consideration for any taxable supply for VAT purposes. The grant made is inclusive of VAT. 





3.2	The Grant Recipients agree to repay immediately any VAT recovered whether by set-off, credit or repayment to the extent that any such VAT cost is included in the grant. 





4. INELIGIBLE EXPENDITURE


4.1	The Project grant will not be paid and may not be used for:


· Expenditure on activities of an exclusively religious nature.


· Expenditure supported from other government sources, local authority grants, charges paid by leaseholders, or EC structural funds, to the extent that the combined grant and other support total more than 100% of the project costs. 


· Expenditure on works or activities which any person has a statutory duty to undertake, except where there is a strong justification in terms of the outputs or impact that will result.


· Recoverable input VAT incurred.


· Other ineligible expenditure that shall be advised by LLC and the ESFA.  





5. ASSIGNMENT AND SUB-CONTRACTING





5.1 Grant Recipients are NOT ENTITLED to assign or sub-contract any duties or obligations arising out of this contract.





5.2 Grant Recipients must notify LLC if there is a change in its name and/or ownership. LLC reserves the right to terminate the Contract if they consider in their absolute discretion that the change in ownership would prejudice RECIPIENT ORGANISATION’S ability to deliver the Services.





5.3 Grant Recipients must notify LLC in writing if there is a change in its name at least one month prior to the change taking place.





5.4 Grant Recipients must notify LLC in writing if there is a change in its ownership at least 12 weeks prior to the change taking effect., or any proposed, assignment, novation, disposal or other dealing, including any change in ownership of Recipient Organisation, may, or would





a) Put public funds at risk


b) Put at risk the delivery of the Services to learners and/or


c) LLC has any material concerns about the proposed assignment, novation, disposal, or other dealings.





5.5 Grant Recipients shall not, without prior written consent of LLC, assign, novate or otherwise dispose of or deal in any other manner (including by means of ownership of Recipient Organisation) any or all of its rights, obligations or liabilities under this Contract.  The Partnership Provider shall give LLC 12 weeks’ notice of any such plans.  LLC reserves the right to take whatever actions it considers in its absolute discretion including but not limited to terminating the contract if it considers in its absolute discretion that any, or any proposed, assignment, novation, disposal or other dealings, including any change of ownership of Recipient Organisation, may or would; 








6. TERMINATION OF GRANT


6.1	LLC reserves the right to terminate the grant:


a) where LLC ceases to receive funds to pay the grant.


b) where there is a breach of any of these Conditions of Grant.


c) by mutual consent with the Recipient Organisation.


d) where the Grant Recipient enters a voluntary arrangement with creditors, or a winding up petition or bankruptcy petition is served on the Recipient Organisation.


6.2 LLC will normally give one month’s notice of its intention to terminate the grant, (except in cases 12.1.a and 12.1.d above) unless the breach of conditions is so serious as to warrant immediate cessation of payment.  The Grant Recipients hall bear this in mind, when negotiating contracts, particularly contracts of employment. 


6.3 Where a grant is temporarily discontinued, the Grant Recipients may be required to meet certain additional conditions specific to their project prior to the consideration for continued funding. 


6.4 The Grant Recipients will be given an opportunity to make written representation to the LLC Director of Finance and Resources as to why the funding should be reinstated.


6.5 The Grant Recipients are responsible for all liabilities arising from its activities and functions.  LLC is not responsible for any liabilities in the event of the grant being terminated.





END
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Tel: 020 8774 4040


Email: londonlc@londonlc.org.uk 


			Web: www.london.org.uk





Christopher Wren Yard, 119 High St, 


Croydon CR0 1QG


			


Community Interest Company: 06322097 


 VAT number: 996647053











LLC - ACCOUNT DETAILS FORM


Please provide us with the following information so that we may make future payments direct into your Bank account via the BACS system.





PLEASE complete and email this form back to accountspayable@londonlc.org.uk copy community.grants@londonlc.org.uk





The London Learning Consortium confirms that this information will remain Confidential and in line with GDPR Guidelines and will be used only for payments into your account.


			Company Name


			





			Address


			





			


			





			


			





			Contact Tel No


			





			Email address


			





			Bank Name


			





			Name on Account


			





			Address


			





			


			





			Sort Code


			





			Account No


			





			Remittance Email Address
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			ESF Community Grants


Due Diligence Questionnaire 











Date:





Delivery Regions (LS vs C2C)/Council(s):





Programme Start Date:





Your organisation’s name and contact details:





			Organisation Legal Name 





			





			Community Grant Project Name


			





			Main Point of Contact





			





			Postal Address








			





			Email





			Preferably a business address (including your organisation name)





			Telephone





			





			Date of Completion





			











			Registered Address (as per Companies House


https://www.gov.uk/get-information-about-a-company 


or


https://www.gov.uk/find-charity-information )





			





			Companies House Registration Number


			








[image: C:\Users\nuslm\Desktop\letter footer.jpg]



			Information/Documentation Required


			Attached


Yes/No


			LLC Comment





			RarPa Course Form (for Non-Regulated Activity)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Course Outline = Grant Recipient Scheme of Work


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Grant Recipient Registration with Awarding Body (for Regulated Activity)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Learner Registration Pack, to include all documents as per the Learner Induction Check List


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			RarPa Course Delivery Details Form - Non accredited course set up


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence


Also as and when completed during On Programme Delivery 





			Project Case Study


			


			Upload relevant evidences or pictures on SharePoint During Programme Delivery and at End of Programme.


A minimum of 2.





			Project Costs


			


			Upload relevant evidences or pictures on SharePoint during Programme Delivery


Monthly





			Staff Timesheet


			


			Upload relevant evidences or pictures on SharePoint during Programme Delivery


Monthly





			2 non-generic business email addresses for your access to SharePoint


			


			To be emailed to Zaia @ community.grants@londonlc.org.uk 








			UKPRN


			


			The UKPRN is mandatory, as it allows ESFA, who manages the Community Grant on behalf of the ESF, to recognise the Grant Recipients and learners.


It takes around 10 minutes to get the UKPRN from www.ukrlp.co.uk.





			Picture of the ESF Poster on the office wall


			


			Size A3 to be printed and put on the wall next to your organisation name. Picture to be sent to Zaia @ community.grants@londonlc.org.uk.





			Policies, Action Plans and Certifications as per ESF Requirements


(if you do not have a Policy or an Action Plan, you will need to commit to having one in place within 6 weeks of starting project.  You can find copies of LLC Policies on its website. LLC can also provide templates and examples or Policies and Action Plans).


			Attached


Yes/No


			LLC Comment


Please confirm below that your uploaded relevant evidences or pictures on SharePoint 


Remember to add a Review Date (within last year) 





			Copy of your Quality Assurance Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Health & Safety Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Safeguarding Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Prevent Duty Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of updated Prevent Duty Action Plan 


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Equality & Diversity Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Equality & Diversity Action Plan


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Sustainability Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Sustainability Action Plan


Last Review Date (within last year) 


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of Document Retention Policy


Last Review Date (within last year)


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of your Data Protection registration


Date of expiry (Dated within a year) 


N:B: Organisation is a not-for-profit organisation and hence is exempt from Data Protection Registration. However, Organisation does adhere to the GDPR rules and has a Data Protection Policy in place. Still required as part of Due Diligence


"In terms of Data Protection Registration, it is a requirement of London Learning Consortium that you register as part of the due diligence – hence sending us a copy of the certificate of registration.   It costs around £30/40 for the year for small to medium organisation. "


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copy of your Public & Employer Liability Insurance Certificate (Dated within a year)





			


			Upload relevant evidences or pictures on SharePoint with Due Diligence








			Copies of Prevent and safeguarding training certificates for ALL staff involved in the programme delivery.


			


			Upload relevant evidences or pictures on SharePoint with Due Diligence
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Due diligence questionnaire v4 May 20


GRANT RECIPIENT STAFF CENTRAL REGISTER





			Staff full NAME


			Job Role


+


Freelance or salaried


			Part/Full Time


			Teaching Quals Held


			Relevant vocational qualifications and or experience


			Do you have  
copies of  relevant qualifications on File
YES/NO


			Name and Date of last Safeguarding Training completed


(to be dated within a Year)


			Name and Date of last Equality and Diversity Training completed


(to be dated within a Year)


			Name and Date  Prevent Training completed


(to be dated within a Year)


			Date of last observation & grade


			CRB/DBS No.
YES/NO


			Enhanced


			Date of Issue (must be within last 3 yesrs)


			Risk Assessment 
undertaken (N/A if no previous convictions


			Ref/s proof of ID Copy of proof 
of ID on file
YES/NO


			Right to work in UK status verified (if applicable)
 YES/NO





			


			


			


			


			


			


			


			


			


			


			


			


			


			


			


			





			


			


			


			


			


			


			


			


			


			


			


			


			


			


			


			





			


			


			


			


			


			


			


			


			


			


			


			


			


			


			


			





			


			


			


			


			


			


			


			


			


			


			


			


			


			


			


			








NAME OF DESIGNATED SAFEGUARDING OFFICER:	__________________________________________DATE OF LAST TRAINING: __________________





PLEASE COMPLETE ALL FIELDS AND ADD ROWS IF REQUIRED. PARTICULARLY RIGHT TO WORK IN UK STATUS VERIFIED (CONFIRM EVIDENCE SEEN AND THAT IT IS UP TO DATE).


PLEASE COMPLETE FOR ALL STAFF MEMBERS INVOLVED IN COMMUNITY GRANT.


GRANT RECIPIENT HEALTH & SAFETY ASSESSMENT


Please complete the Premises Health & Safety Assessment below for each of your venues where you will be delivering activity – we will go through your responses with you when we come out to visit as part of the due diligence process.





			Provider Name: 


			Date: 





			Name of person with overall responsibility for H&S - 





			Name of LLC staff carrying out assessment – Zaia Merabet











			1


			Health and Safety Policy


			Yes/No


			Evidence / comments





			A


			Are the responsibilities for health and safety clearly stated (recorded when 5 or more employees)?  Is there s policy in place?


			


			Upload Health and Safety Policy on SharePoint





			B


			How are the arrangements for health & safety communicated to employees and learners? 


			How for learners and non-employees, ie volunteers and visitors?


Upload relevant evidences or pictures on SharePoint





			C


			Is the Health & Safety at Work poster on display & contact details completed? (Assessor to check and confirm)


			


			Upload pictures on SharePoint pending Coronavirus lock down





			D


			Employer insurance Details 


Insurer: 


Policy Number: 


Date of Expiry: 


Value of cover:


			


			Insurer: 


Policy Number: 


Date of Expiry: 


Value of cover: 











			1A


			Safeguarding 


			Yes/No


			Evidence / comments





			A


			Is there a Safeguarding policy, which includes reference to PREVENT?


			


			Upload Safeguarding Policy on SharePoint





			B


			Are the responsibilities for safeguarding clearly displayed (posters/handbooks etc)? (Assessor to check and confirm)


			


			Upload pictures on SharePoint pending Coronavirus lock down





			C


			Is a safeguarding log kept – what was the date of last entry? (Assessor to check and confirm)


			


			What was the date of last entry?


If no incident to report on, Still confirm last date, even if same as date of creation of logbook.





			D


			Name of designated Safeguarding Officer


			


			Upload Safeguarding Certificate on SharePoint





			D


			How the arrangements for safeguarding are communicated to employees and learners? 


			How for learners and non employees, ie volunteers and visitors?


Upload relevant evidences or pictures on SharePoint 











			2


			Risk assessment and control


			Yes/No


			Evidence / comments





			A


			Have risk assessments been carried out and significant risks identified?? (Assessor to check and confirm)


			


			WHEN, HOW AND WHY?


Upload evidence on SharePoint





			B


			Have control measures been identified and put in place as a result of the risk assessments?


			


			Upload evidence on SharePoint





			C


			Do the risk assessments take into account young persons, including giving consideration to their age, inexperience, immaturity and lack of awareness of risks?


			


			Upload evidence on SharePoint





			D


			How are the risks and control measures explained to employees and others? 


			How for learners and non-employees, ie volunteers and visitors?


Upload relevant evidences or pictures on SharePoint











			3


			Accident, incidents and first aid


			Yes/No


			Evidence / comments





			A


			Have adequate arrangements for first aid materials been made?


			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down





			B


			Have adequate arrangements for trained first aid persons been made? Name of First Aider & date of last training


			


			Upload First Aid Certificate on SharePoint





			C


			Are accidents and first aid treatment rendered recorded? Is there an Accident Book?


			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down





			


			Are the contents of the first aid box in date? (Assessor to check and confirm)


			


			ZM to visit office











			
4


			Supervision, training, information and instruction


			Yes/No


			Evidence / comments





			A


			Are employees and learners provided with adequate competent supervision?


			


			Evidence to be uploaded on SharePoint





			B


			Are initial health and safety information, instruction and training given to all new employees and learners on recruitment?


			


			1. For example, upload Induction checklist on SharePoint (mentioning H&S INFO, INSTRUCTIONS AND TRAINING)


2. Upload Learners’ Enrolment Forms on SharePoint (mentioning H&S INFO, INSTRUCTIONS AND TRAINING)











			5


			Work equipment and machinery


			Yes/No


			Evidence / comments





			A


			Is correct machinery and equipment provided to the appropriate standards?


			


			Upload PAT certificate on SharePoint





			B


			Is equipment adequately maintained?





			


			ZM to visit office





			C


			How often does PAT / electrical / gas testing take place?  Date of last PAT testing


			


			Evidence to be uploaded on SharePoint











			6


			Personal protective equipment and clothing


			Yes/No/N/A


			Evidence / comments





			A


			Is PPE/C provided, free of charge, to employees as determined through risk assessment?


			


			Evidence to be uploaded on SharePoint





			B


			Is training and information on the safe use of PPE/C provided to all employees and learners?


			


			Evidence to be uploaded on SharePoint











			7


			Fire and emergencies


			Yes/No


			Evidence / comments





			A


			Is there a means of raising the alarm and fire detection in place?  (Assessor to check and confirm)


			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down





			B


			Are there appropriate means of fighting fire in place?


			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down





			C


			Date fire extinguishers were last tested/serviced? (Assessor to check and confirm equipment)





			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down





			D


			Are effective means of escape in place including unobstructed routes and exits?? (Assessor to check and confirm)


			


			Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down











			8


			Safe and healthy working environment


			Yes/No


			Evidence / comments





			A


			Are welfare facilities (toilets, washing, drinking, eating, changing) provided as appropriate and maintained?? (Assessor to check and confirm)


			


			ZM to visit office 





			B


			Is COSHH recording being carried out? 





			


			Evidence to be uploaded on SharePoint if Yes.


Explanation required if No.











			9


			General health and safety management


			Yes/No


			Evidence / comments





			A


			How does the provider consult and communicate with employees and learners and allow them to participate in health and safety?


			How for learners and non-employees, ie volunteers and visitors?


Upload relevant evidences or pictures on SharePoint





			B


			Does the provider have access to competent health and safety advice and assistance? Who provides this service


			


			Evidence to be uploaded on SharePoint





			C


			Does the provider review health and safety annually? How does this happen


			


			Evidence to be uploaded on SharePoint





			D


			Does the provider display the necessary signs and notices?? (Assessor to check and confirm)





			


			Evidence to be uploaded on SharePoint





			E


			Is there a written:


Equality & Diversity Policy  


Safeguarding Policy 


Prevent Duty Policy 


Assessor, please ensure you give a copy of LLC’s Safeguarding and Prevent Duty guidance to organisation.





			


			Evidence to be uploaded on SharePoint














Office Use - To be completed by LLC Manager during site visit


			Identified Actions:


			Agreed completion date:


			Action completed:





			1.


			


			





			2.


			


			





			3.


			


			





			4.


			


			





			LLC Signature:


			


			





			Subcontractor Signature: 


			


			











DUE DILIGENCE SIGN OFF 





Office Use - To be completed by LLC Manager


			Documents Checked By  





			Date 





			 Due diligence Complete – no outstanding items


			  Due Diligence Incomplete


(which delays the SLA)





			Items/Actions Outstanding: (pls list)


			Status





			Complete actions in red on Due Diligence Questionnaire by ---


			





			Staff Central Register needs completing by ----  (certificate evidences)
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ESF COMMUNITY GRANTS


APPLICATION PANEL


REVISED SCHEDULE


Dated 01/12/2021


NB:


· Applicants are invited to contact Zaia on community.grants@londonlc.org.uk prior to sending their application. Zaia will be able to provide further clarifications re Contractual/ESF and Panel Expectations and Requirements.


· Applicants should expect an email, within a day or two, confirming reception of their Application.


· Applications submitted after the Deadline will be submitted for the following Round.


· Grant Panels are chaired by Zaia Merabet, Contract and Audit Manager, and composed of previous and current Grant Recipients.


· The London South ESF Community Grants have now been fully allocated. No future Panel is due to be scheduled. LLC will review the situation early 2022 and decide if another London South Panel needs to be organised. Please keep an eye on our website or contact Zaia Merabet for further clarifications.





			PANEL DATE


			CONTRACT AREA


			PANEL TIME


			


Submission Deadline





			Thursday 27th 


January 2022


			South East LEP (SELEP)


			11AM – 1PM


			


Friday 7th January     2022 (23:59pm)





			Friday 28th


January 2022


			Coast to Capital (C2C)


			11AM-1PM


			


Friday 14th January 2022 (23:59pm)





			Monday 28th 


February 2022


			South East LEP (SELEP)


			11AM – 1PM


			


Tuesday 8th February 2022 (23:59pm)





			Friday 4th         


March 2022


			Coast to Capital (C2C)


			11AM – 1PM


			


Monday 14th February 2022 (23:59pm)





			Monday 28th 


March 2022


			South East LEP (SELEP)


			11AM-1PM


			


Tuesday 8th March    2022 (23:59pm)





			Friday 8th


April 2022


			Coast to Capital (C2C)


			11AM-1PM


			


Friday 25th March      2022 (23:59pm)





			Thursday 28th 


April 2022


			South East LEP (SELEP)


			11AM-1PM


			


Friday 8th April           2022 (23:59pm)





			Friday 27th 


May 2022


			South East LEP (SELEP)


			11AM-1PM


			


Friday 6th May          2022 (23:59pm)





			Tuesday 28th 


June 2022


			South East LEP (SELEP)


			11AM-1PM


			


Wednesday 8th June 2022 (23:59)





			Thursday 28th 


July 2022


			South East LEP (SELEP)


			11AM-1PM


			


Friday 8th July             2022 (23:59)
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