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Introduction 

1. This Handbook has been designed as an aid to ‘ESF Providers’ (‘You’, ‘Your’, 

‘Yourselves’).  It includes information about Participant eligibility, specific Project 

eligibility and evidence requirements for the GLA ESF 2014-2020 Co-Financing 

Programme. 

2. In this Handbook, the terms ‘GLA’, ‘We’, ‘Us’ and ‘Our’ refer to the Greater 

London Authority.  

3. This document forms part of the terms and conditions of ‘ESF Grant Agreement 

Funding’ and You must read it in conjunction with Your GLA ESF 2014-2020 Co-

financing Programme Grant Agreement (‘Grant Agreement’). The Grant 

Agreement contains the obligations for the project, and all project staff should 

ensure they are familiar with the Grant Agreement including the Annexures. 

4. You must operate within the Grant Agreement, the guidance in this handbook, 

the ‘Delivery Handbook’ and any other supplementary GLA guidance. If You do 

not, You are in breach of Your Grant Agreement with the GLA.  

5. We reserve the right to make changes to this handbook. This may be, for 

example, to comply with any updates on the rules and regulations of the 

European Social Fund and continue to comply with any requirements set by 

government. 

6. This handbook is to be used as guidance only.  It will remain the responsibility of 

You to ensure that GLA and ESF rules are followed at all times. 

7. You must also comply with the national eligibility rules and programme guidance 

for ESF, which are available on the European Structural and Investment Funds 

2014-20 website (https://www.gov.uk/guidance/england-2014-to-2020-

european-structural-and-investment-funds) in particular the: 2014-2020 

European Growth Programme Output and Result Indicator Definitions Guidance 

for the European Social Fund and the European Social Fund Data Evidence 

Requirements: Eligibility and Results Guidance, but note that these documents 

are regularly updated and supplemented by additional guidance and action notes 

providing details of how the guidance should be implemented and interpreted. It 

is Your responsibility to ensure that You are complying with the latest version of 

the guidance. 

8. Please ensure that You apply all eligibility and evidencing rules appropriately. If 

You are unsure, please contact Your ‘GLA Provider Manager’. 

https://www.gov.uk/guidance/england-2014-to-2020-european-structural-and-investment-funds
https://www.gov.uk/guidance/england-2014-to-2020-european-structural-and-investment-funds
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Assessing Eligibility 

Participant eligibility and the initial assessment / suitability assessment 

9. A ‘Participant’ is someone who will take part in and directly benefit from the 

activities offered by the project. Before agreeing to support a Participant, it is 

recommended that You undertake some form of initial or early assessment of the 

individual’s circumstances to identify: the personal circumstances of the 

Participant identifying how the ESF funded activity will be suitable and effective 

in addressing their needs; the particular barriers or challenges they face (relevant 

to the Project Specification); and whether the Participant qualifies for support 

from the GLA ESF 2014-2020 Co-Financing Programme. 

10. An inadequate initial assessment could result in poor value-for-money decisions 

and/or ineffective support, or ineligible Participants being recruited, all of which 

could result in project costs that may be ineligible for GLA/ESF support. You must 

make sure a Participant is eligible before claiming funding for them. 

11. Participants enrolled onto any ‘Project’ funded under the GLA ESF 2014-2020 

Co-Financing Programme must reside in one of London’s 32 boroughs or in the 

City of London.   The Participant’s full address must still be obtained as part of 

the Participant’s record, including usual workplace address or study location 

where applicable, to establish that the Participant qualifies for support from the 

programme. 

 

Evidence of Eligibility 

12. To be eligible for support from the GLA ESF 2014-2020 Co-Financing 

Programme, proof must be obtained to evidence that a Participant is:  

13.1. legally resident in the UK; and 

13.2. able to take paid employment in a European Union member state1; 

and 

13.3. the project’s eligibility criteria are met as per the Project Specification 

(the entry conditions that individuals or entities must meet to qualify 

for support). 

13. It should be noted that education law requires all Young people in England to 

continue in education or training until at least their 18th birthday. So Young people 

                                                 
1 Please note that this requirement may be subject to change should the UK leave the European 
Union 
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under the age of 18 who are Not in Employment, Education or Training ‘NEET’ – 

or at risk of NEET- do not need to provide separate proof of a right to live and 

work in the UK in order to join ESF. However, evidence in the form of a school, 

national careers service or local authority referral (plus a letter from local 

authority confirming that the individual is at risk of being NEET where 

appropriate) will be required. 

14. There are some groups for whom certain restrictions apply.  Further information 

is provided below, which includes (where appropriate to individual projects) 

definitions including At Risk, and evidence requirements for Participants who are 

Unemployed, Long-Term Unemployed, Economically Inactive or Employed.  

15. You should ensure that You are familiar with the definitions, that only eligible 

Participants are recruited to the project, and that the relevant supporting 

documentation is obtained during enrolment and prior to any claim being made 

to the GLA. 

Evidencing Participant ‘Start’ 

16. To evidence a Participant start You must retain and submit the following evidence 

to the GLA: 

16.1. the individual has right to live and work in the UK; and 

16.2. proof of address showing that the Participant resides in one of 

London’s 32 Boroughs or City of London; and 

16.3. proof of age; and 

16.4. proof of economic status: and 

16.5. specific evidence required to meet the eligibility criteria for the project 

as set out in the Project Specification; and 

16.6. fully completed enrolment documentation which captures the data 

requirements outlined in the GLA Grant Agreement to confirm 

eligibility of Participants and their start date; and 

16.7. a Bespoke Training Plan (BTP) which verifies the activities required 

to assist the Participant to progress into employment, education 

and/or training; and 

16.8. completed induction form; and 

16.9. Participant contact details and verification from Participants of their 

agreement for data transfer to the assigned Project Evaluator by 

either You or the GLA – as required in the Grant Agreement - to assist 
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with the final project evaluation and/or for GLA monitoring purposes; 

and 

16.10. confirmation from Participants regarding whether they agree for data 

to be transferred to the Department for Work and Pensions (DWP) 

and DWP’s appointed evaluator; and 

16.11. confirmation from Participants that anonymised data can be shared 

with DWP. 

 

Completing Evidence Checks 

17. There are four ways (steps) to complete the eligibility checks, in descending 

order of preference (further explained in Annex B):  

17.1 obtain documents from the preferred evidence list (see Step 1 in 

Annex B);  

17.2 a referral / introduction / written confirmation from a relevant third 

party (see Step 2 in Annex B);  

17.3 alternative documents if considered to be credible and persuasive 

by the beneficiary organisation / You (see Step 3 in Annex B);  

17.4 make a risk-based exception if no evidence can be provided and if 

suitably justified (see Step 4 in Annex B).  

18. The GLA’s preferred approach for verification of evidence is Step 1, for You to 

keep actual copies of documentation as evidence from the list provided in Annex 

B and Annex A for additional evidence required in the Project Specification, in 

some circumstances You can countersign a Participant’s enrolment form to 

confirm that the necessary evidence documentation has been seen but could not 

be retained.  

19. You should record an explanation in the Participant’s file as to why the evidence 

could not be retained. The form should be signed by both the Participant and 

Yourselves and the form should identify what type of evidence has been seen.  

20. If a Participant has been referred from a relevant third party, Step 2, a 

confirmation from the third party that they have been able to verify the eligibility 

would also be acceptable if You are unable to carry out Step 1. 

21. Alternative evidence Step 3 or risk-based exceptions Step 4 must not be used 

ahead of preferred evidence for reasons of convenience or simplicity, the GLA 

would not expect risk-based exceptions to be used as the predominant way of 

assessing eligibility and these cases are likely to attract particular audit scrutiny. 

Intentional non-compliance with the required approach – such as using the 

`exception / no evidence’ option Step 4 before making reasonable attempts to 
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obtain stronger evidence from the Participant can lead to irregular expenditure 

and a consequent reduction in grant funding.  

22. Therefore, the GLA require that if You wish to use alternative evidence it should 

be confirmed in writing with Your GLA Provider Manager prior to accepting the 

evidence and should only be accepted if Your GLA Provider Manager confirm its 

acceptance. 

23. If You wish to apply the risk-based exceptions, this will only be available as an 

option if You have approached Your GLA Provider Manager about alternative 

evidence and Your GLA Provider Manager has refused the alternative evidence, 

if You then apply the risk-based approach, You do this at Your own risk, and 

should the GLA consider the evidence not eligible the funding will be 

consequently reduced.  

24. Suitable evidence must be provided for ‘Results’ payments. No exceptions can 

be made for Results evidence. Further details on obtaining evidence for Results 

can be found in Annex A and B. 

25. Additional information on general eligibility conditions or ESF Participants can be 

found at: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/6

02415/ESF_national_eligibility_rules.pdf. 

26. Additional information on evidence requirements can be found at: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/5

91548/ESF_Data_Evidence_Requirements_v2.pdf. 

Financial Support to Participants 

27. Some Projects will be providing support to Participants, for example in the form 

of travel expenses, childcare costs or training allowances. The project will be 

required to keep records of funds spent on Participant support to verify 

expenditure should either GLA Finance, DWP, The Audit Commission, or The 

European Commission wish to carry out project audits. 

28. The following list includes examples of Participant costs and details the types of 

records that will be required for audit purposes.  Please note this list is for 

guidance only and is not exhaustive: 

29.  

  

Travel expenses Copies/photocopies of tickets, petrol 
receipts and evidence of travel by 
vehicle, travel expense claim forms, 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/602415/ESF_national_eligibility_rules.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/602415/ESF_national_eligibility_rules.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/591548/ESF_Data_Evidence_Requirements_v2.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/591548/ESF_Data_Evidence_Requirements_v2.pdf
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Participant signature that cash has been 
received, and internal budget reports. 

Training allowances                    Participant signature that cash has been 

received, cheque counter-foils, internal 

budget reports.  

Carer/childcare costs                  Invoices, internal budget reports, 

evidence of registration for child carers.  

Please note childcare costs can only be 

paid directly to the child carer and NOT 

to the Participant.  The child-carer 

MUST be registered to look after 

children and their registration number 

must appear on all invoices submitted 

for payment. Costs for caring for 

children or other dependents should 

show the net weekly or hourly costs 

involved, excluding any contributions 

from Participants towards these costs   

 

External course costs                  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'. 

Subsistence  Invoices, receipts, internal budget 

reports. 

Training materials & minor equipment Invoices, receipts, internal budget 

reports. 

 

 

Submission of evidence to support a Claim  

30. As part of Your claim You will need to provide copies of all evidence to support 

the Claim electronically through an online secure portal as directed by us when 

You submit a claim. 

31. Scanned copies of evidence that comply with the requirements specified in this 

Handbook to verify any Outputs or Results claimed, the Delivery Handbook, and 

other such supplementary documentation as we may reasonably require makes 

up Your claim. 
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32. Guidance on submitting electronic copies of evidence to support claims referred 

to in this document are not available at the time of procurement as these data 

collection and information management systems are still under development. All 

guidance will be made available at Grant Agreement award and training will take 

place prior to 1 August 2019. 

Supporting documents to be looked at provider visits 

33. This Handbook defines the minimum requirements that the GLA expect You to 

achieve and the evidence required to support an Output/Result payment. 

However, there are additional qualitative expectations regarding programme 

activity and Participant engagement which should be demonstrated through 

robust documentation that should be held on the Participant File.  

34. This documentation will be reviewed during ‘ESF Provider Visits’. In incidents 

where qualitative evidence does not exist or is deemed insufficient, the GLA will 

require You to improve record keeping, and failure to comply may result in the 

GLA withholding payments or reducing/terminating Your Grant Agreement. 

Please refer to Your Grant Agreement for further information. 

35. There is an expectation that a minimum of 14 hours of direct delivery which 

addresses the agreed activities in the BTP is delivered prior to a Result being 

achieved, this should be captured through records of attendance/activities and 

available to be reviewed at the ESF Provider Visits’. 

36. Where relevant, examples of further evidence (but not limited to) to be reviewed 

during the ESF Provider Visits can be found within Annex A. 

Definitions 

Unemployed 

37. Unemployed are persons usually without work, available for work and actively 

seeking work. Persons considered as registered unemployed according to 

national definitions are always included here even if they do not fulfil all three of 

these criteria. 

Long-term Unemployed 

38. The definition of long-term unemployed varies with age:  

38.1  Youth long-term unemployed (<25 years of age) = more than 6 months 

continuous spell of unemployment; or  

  38.2 Adult long-term unemployed (25 years of age or more) = more than 12 

months continuous spell of unemployment; and  
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Inactive 

39. "Inactive" are persons currently not part of the labour force (in the sense that they 

are not employed or unemployed according to the definitions provided). 

Economically inactive 

40. Economically inactive people are those out of work but who do not satisfy the 

definition of “Unemployed” in that they may not be available for work and actively 

seeking work. 

Employed 

41. A Participant is defined as employed if they performed work for pay, profit or 

family gain or were not at work but had a job or business from which they were 

temporarily absent because of, for instance, illness, holidays, industrial dispute, 

and education or training.  

42. Self-employed persons with a business, farm or professional practice are also 

considered to be working for ESF purposes if one of the following applies:  

42.1 a person works in his/her own business, professional practice or farm for 

the purpose of earning a profit, even if the enterprise is failing to make a 

profit; or 

42.2  a person spends time on the operation of a business, professional 

practice or farm even if no sales were made, no professional services 

were rendered, or nothing was actually produced (for example, a farmer 

who engages in farm-maintenance activities; an architect who spends 

time waiting for clients in his/her office; a fisherman who repairs his boat 

or nets for future operations; a person who attends a convention or 

seminar); or 

42.3  a person is in the process of setting up a business, farm or professional 

practice; this includes the buying or installing of equipment and ordering 

of supplies in preparation for opening a new business. An unpaid family 

worker is said to be working if the work contributes directly to a business, 

farm or professional practice owned or operated by a related member of 

the same household. 

43. Participants who are employed on a part-time contract are treated as “Employed, 

even if they are receiving other benefits. Participants may be “Employed” if they 

are claiming Universal Credit or Jobseekers Allowance if they perform any work 

for pay.  
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People on a zero-hours contract 

44. People on a zero–hours contract should not be counted as “Employed” unless 

they are actually in paid employment on the day they are enrolled on the 

programme. The zero hours contract does not determine labour market status – 

it is whether the individual is in paid employment or not, at the critical times of 

joining (for Outputs) or leaving (for immediate / long term results) that is 

important.  

45. For Priority 1 projects: You are required to evidence that the Participant is 

unemployed or inactive (as per the guidance set out in Annex B) in order for the 

Participant to be eligible for the project. In addition, to ensure quality and 

additionality and that the project is supporting the intended target groups, if the 

Participant is on a Zero Hours Contract then We would expect You to be able to 

evidence that the Participant has not been paid for working during the 7 days 

immediately prior to and including their start date on the project (evidenced as 

per the guidance set out in Annex B). 

46. For Priority 2 projects: For Participants starting on the projects that are employed 

on a Zero Hours Contract, You must provide evidence that they are in paid work 

on day they start on the project (evidenced as per the guidance set out in Annex 

B) a Zero Hour employment contract is not sufficient on its own as evidence that 

someone is “Employed”. 

49. For further information please refer to the ESF 2014-2020 European Growth 

Programme Output and Result Indicator Definitions Guidance for the European 

Social Fund. 

Students 

50. Full time students are eligible for ESF support and are technically counted as 

‘economically inactive’.  They can be accommodated under the eligibility criteria 

of ‘at risk of NEET’. The labour market status is a technical term used by the likes 

of economists / OECD2 etc. and if a full-time student is accessing ESF support 

there must be added value and evidence that they meet the eligibility 

requirements. The GLA would not expect to see the targeting of established 

students to join the programme, as ESF support must be for the most 

disadvantaged. Full time students are not eligible because they are a full-time 

student but because they are a disadvantaged individual.  

Not in Employment, Education or Training (NEET)  

51. NEET is defined as Young people (aged 15-24) who are not in; 

49.1. Employment; 

                                                 
2 OECD: The Organisation for Economic Co-operation and Development 
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49.2. Education, (full-time education in a school, Further Education Institute 

or Higher Education Institute); 

49.3. Training, (other education or training including in independent schools 

or colleges, receiving part-time training or education but not currently 

employed, or on an Apprenticeship). 

52. NEET is further classified as Unemployed or Inactive and should be recorded as 

‘unemployed’ (CO01) or ‘economically inactive not in education or training’ 

(CO04) in the PDF.  

Participants who are ‘at risk of becoming NEET’ 

53. 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). 

54. At Risk of NEET is defined as Young people who are currently in, but are At Risk 

of leaving/dropping out of: 

52.1. Employment; 

52.2. Education, (full-time education in a school, Further Education Institute 

or Higher Education Institute); or 

52.3. Training, (other education or training including in independent schools 

or colleges, receiving part-time training or education but not currently 

employed, or on an Apprenticeship). 

55. At Risk of becoming NEET is further classified as ‘inactive’ and should be 

recorded as ‘inactive’ (C003) in the PDF. 

56. Further guidance on the additional evidence requirements for an ‘at Risk’ 

Participant are provided in Annex B.  

RPA (Raising Participation Age) compliance 

57. Statutory guidance regarding the participation of Young people in education, 

employment or training was issued in September 2016. The law now requires 

all Young people in England to continue in education or training until at least 

their 18th birthday. Further guidance can be found at: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/at

tachment_data/file/561546/Participation-of-young-people-in-education-

employment-or-training.pdf. 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/561546/Participation-of-young-people-in-education-employment-or-training.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/561546/Participation-of-young-people-in-education-employment-or-training.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/561546/Participation-of-young-people-in-education-employment-or-training.pdf
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Refugees and Asylum Seekers 

58. Asylum seekers are defined as people who want to stay in the United Kingdom. 

Refugees are people who have already been given permission to stay. Asylum 

seekers are not usually eligible for ESF support, but refugees are. 

59. Where Projects offer support that is aimed at assisting Participants to progress 

from unemployment or economic inactivity towards employment, asylum seekers 

will be classed as ineligible. Only Projects that offer support that is not related to 

progression towards employment, such as training in Skills for Life areas, (ESOL, 

Literacy etc.), may offer places to asylum seekers without permission to work. 

This client group will have been included in the original Project Bid and agreed 

by Us. Where asylum seekers have been granted permission to work they can 

access all areas of the ESF programme.  

60. If Your project is supporting refugees or asylum seekers then You must ensure 

that You comply with the eligibility criteria. If You are unsure whether Your project 

is eligible to support either client group, please contact Your GLA Provider 

Manager prior to recruitment. 

Evidencing ‘Refugees and Asylum Seekers’ 

61. A letter or copy of other such official documentation from the Home Office 

confirming the Participant’s status must be kept on the Participant File. 

Equalities 

62. All equalities information must be recorded accurately at enrolment and entered 

onto the PDF. 

63. There is no requirement to obtain evidence for the following Participant criteria 

unless specified in Annex A as a targeted Participant group: 

• Disabilities, medical records / opinions, work-limiting health conditions, 

substance misuse; 

• Gender identity / sex; 

• Sexual orientation; 

• Ethnicity / racial origin; 

• Religion or belief; 

• Identifies as part of a minority or marginalised community; 

• Participant is an ex-offender; 

• Homelessness; 

• Records relating to other people, for example, children, dependents, caring 

responsibilities; 

• Troubled families 

64. Whether any or more of the above factors are part of the qualifying criteria / target 

Participant group, the following principles must be followed: 
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65. Participants must confirm that they meet the required criteria. This self-

declaration information should be specific, signed and dated and retained with 

the Participant records. `Specific’ means that the relevant eligibility criteria must 

be stated: `generic’ statements – such as ` I meet all applicable criteria’ are not 

acceptable. The confirmation can be part of Participant enrolment forms and 

declarations. 

66. Self-declarations should only be made as part of the 4-step methodology (steps 

3 – 4) set out in Annex B. It is important that any self-declaration is signed by 

both parties i.e. the Participant and the recruiting / project officer). 

Disability 

67. Disabled Participants are categorised as those who; 

65.1 have a work-limiting disability or learning difficulty (which includes           

long term health problems); or 

 

65.2 have a disability covered by the Equality Act 2010. 

68. The Act defines a disabled person as a person with ‘a physical or mental 

impairment which has a substantial and long term adverse effect on his ability to 

carry out normal day-to-day activities’. This means that, in general: 

66.1. the person must have an impairment that is either physical or mental; 

 

66.2. the impairment must have adverse effects which are substantial; 

66.3. the substantial adverse effects must be long-term; and 

66.4. the long-term substantial adverse effects must be effects on       normal 

day-to-day activities. 

69. Guidance on the Equality Act 2010 can be found at: 

http://odi.dwp.gov.uk/docs/wor/new/ea-guide.pdf. 

Person with Learning Difficulties 

70. Section 13 of the Learning and Skills Act defines a person with learning 
difficulties as a person; 

 
68.1. who has a significantly greater difficulty in learning than the majority 

of persons of his age; or 

68.2. who has a disability which either prevents or hinders him from making 

use of facilities of a kind generally provided by institutions providing 

post-16 education or training.  

68.3. a person is not to be taken to have a learning difficulty solely 

because the language (or form of language) in which they were or 

http://odi.dwp.gov.uk/docs/wor/new/ea-guide.pdf
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will be taught is different from a language (or form of language) 

which has at any time been spoken in their home. 

Participants who live in a single adult household with dependent children 

71. Participants are categorised as lone parents if they are living in a single adult 

household and have dependent children. Participants are defined as “over the 

age of 18”, household is defined as “a housekeeping unit or, operationally, as a 

social unit having common arrangements, sharing household expenses or daily 

needs, in a shared common residence” ad can include “either one person living 

alone or a group of people, not necessarily related, living at the same address 

with common housekeeping, i.e. sharing at least one meal per day or sharing a 

living or sitting room”, and Dependent Children is defined as “individuals aged 0-

17 years and 18-24 years if inactive and living with at least one parent-plus 

unmarried students under 25 years of age living in temporary accommodations”. 

Maternity, Paternity or Shared Parental leave 

72. Time Participants may take off because they, or their partner, are having a baby, 

adopting a child or having a baby through a surrogacy arrangement. 

Homelessness 

73. For the purpose of this programme, the National Definition of Homelessness (i.e. 

Legal definition of homelessness in England and Wales – as used by Jobcentre 

Plus) will be used. A person will be classed as being legally homeless if they: 

71.1. have no home in the UK or anywhere else in the world; or 

71.2. have no home where they can live together with their immediate 

family; or 

71.3. can only stay where they are on a very temporary basis; or 

71.4. do not have permission to live where they are; or 

71.5. have been locked out of their home and are not allowed back; or 

71.6. cannot live at home because of violence or abuse or threats of 

violence or abuse which are likely to be carried out against them or 

someone else in their household; or 

71.7. it is not reasonable for them to stay in their home for any reason, for 

example, their home is in very poor condition; cannot afford to stay 

where they are.  

74. People who are rough sleepers should also be counted as being homeless. The 

definition of rough sleepers is:  
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72.1. people sleeping, about to bed down (sitting on/in or standing next to 

their bedding) or actually bedded down in the open air (such as on the 

streets, in tents, doorways, parks, bus shelters or encampments)  

72.2. people in buildings or other places not designed for habitation (such 

as stairwells, barns, sheds, car parks, cars, derelict boats, stations, or 

‘bashes’).  

75. The definition does not include people in hostels or shelters, people in campsites 

or other sites used for recreational purposes or organised protest, squatters or 

travellers. Bedded down is taken to mean either lying down or sleeping. About to 

bed down includes those who are sitting in/on or near a sleeping bag or other 

bedding. 

Affected by homelessness 

76. In the absence of a national definition, the term “affected by homelessness” 

should be understood according to the following definition which is derived from 

the ETHOS (European Typology of Homelessness and Housing Exclusion) 

definition and covers extreme forms of housing exclusion3:  

74.1.  Houselessness (people in accommodation for the homeless, in 
women's shelters, in accommodation for immigrants, people due to 
be released from institutions and people receiving long-term support 
due to homelessness),  

 
74.2. Insecure accommodation (people living in insecure tenancies, under 

threat of  eviction or violence), and  
 
74.3.  Inadequate housing (living in unfit housing, nonconventional 

dwellings e.g. in caravans without adequate access to public utilities 
such as water, electricity or gas or in situations of extreme 
overcrowding).  

London Living Wage 

77. The London Living Wage (LLW) is calculated annually by the Resolution 

Foundation and overseen by the Living Wage Commission4, based on the best 

available evidence about living standards in the capital.  

78. You should refer to the rate as announced by the Living Wage Foundation at the 

point when checking the eligibility of the Participant (where required on a specific 

Project) or when reporting the employment Result. 

                                                 
3 Ref: (H. Frazer, E. Marlier and I. Nicaise: A Social Inclusion Roadmap for Europe 2020. Garant, 
2010, as cited in Commission Staff Working Document "Confronting Homelessness in the European 
Union" SWD(2013) 42 final) http://ec.europa.eu/social/BlobServlet?docId=9770&langId=en 
4 https://www.livingwage.org.uk/living-wage-commission 

http://www.livingwage.org.uk/living-wage-commission
https://www.livingwage.org.uk/living-wage-commission
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Micro, small and medium sized enterprises (including co-operative enterprises and 

enterprises of the social economy) ‘SME’ 

79. An enterprise is considered to be any entity engaged in an economic activity, 

irrespective of its legal form. Staff headcount and financial ceilings determine 

enterprise categories.  

80. The category of micro, small and medium-sized enterprises (SMEs) is made up 

of enterprises which employ fewer than 250 persons and which have an annual 

turnover not exceeding EUR 50 million, and/or an annual balance sheet total not 

exceeding EUR 43 million. A micro entity has fewer than 10 employees, a small 

company fewer than 50, and a medium-sized enterprise up to 250. Where 

specific Project eligibility refers to ‘Employer Size’ the following should be 

applied; micro/small employers = having 50 employees or less and medium/large 

employers = having more than 50 employees. 

Programme Definitions 

 

Bespoke Training Plan 

81. Following enrolment, You must develop a BTP with Participants. The BTP will 

cover the period from enrolment into a Primary Result and will record: 

79.1. The activities that You and the Participant have agreed will be 

delivered in order to address any barriers that the Participant may 

have, either real or perceived, which prevent them from entering/re-

entering or progressing in employment, education or training; and 

79.2. any training requirements identified which prevent them from 

entering/re-entering or progressing in employment, education or 

training; and 

79.3. any other support, guidance or assistance given to support them 

enter/re-enter or progress in employment, education or training; and 

79.4. a joint review of the progress made by the Participant on at least a 

four-weekly period. 

82. The BTP is a ‘live’ document, and can be updated, added to and reviewed at any 

point during the lifetime of the document, provided that any such additions are 

agreed between the Participant and Yourselves.  

83. Support to be provided to the Participant must be planned and recorded in a 

BTP, and are either: 

81.1. as proposed by You in Your Bid and approved by the GLA; and 



   
 GLA ESF 2014-20 Co-Financing – Eligibility & Evidence Handbook – Start Up, Step Up London 
 
 

17 
 

81.2. as contained in the Annexures within your Grant Agreement.  

84. Activities which are delivered must assist Participants to achieve one or more of 

the Results defined within the specific Project Grant Agreement to deliver. 

Participants directly employed, and employed and seconded, by You and Your sub-

contractors  

85. Employment with a role at an ESF Provider: You or your sub-contractors may 

employ Participants provided that they can provide evidence that; 

83.1. the role is a legitimate role, either for an existing job or for a new job, 

by various means including; (i) confirming that the role has been 

advertised through the usual methods used by You, (ii) providing 

confirmation from You that the post is required [Management minutes, 

HR records of the post being created etc.], (iii) verification of the post 

and it’s function within the framework of Your organisation. 

83.2. any form of job carving has been done through appropriate 

consultation with the HR department to match the needs of the 

individual and fits with the vocational profiling of the Participant, 

creates a defined role, can be measured through SMART objectives 

and appraised. 

83.3. the role is included in the usual staff appraisal process. 

83.4. A role profile or similar, and Grant Agreement of employment, exist 

and are on record with the HR department, and not solely in the 

Participant File. 

86. The GLA expects that employment opportunities with You or Your subcontractors 

will be the exception rather than the norm. If the GLA consider that volumes are 

excessive, and therefore not sustainable, the GLA may, at their discretion, 

choose not to pay for these Results, or where a claim by You has already been 

paid, claw back entry to employment Results payments.  

87. Employment by You that includes secondment to an external organisation: You 

and Your subcontractors may temporarily employ Participants and second them 

to an external organisation provided; 

85.1. the secondment opportunity is not planned to last for more than 12 

weeks, and alternate, external, permanent employment continues to 

be sought for the Participant. 

85.2. a job entry Result is not claimed from the GLA until such time as an 

alternate, external, permanent job has commenced, at which point; 
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85.2.1. The start date for employment for the purpose of counting 

sustained periods of employment can be entered onto the 

Participant Database Form as the start date of the 

secondment period, or twelve weeks prior to the start date of 

alternate, external, permanent employment, whichever is the 

latest date. For clarity, this may mean that the secondment 

period may last for more than 12 weeks, but the GLA will only 

allow up to 12 weeks of a secondment period to be counted 

towards sustained employment. 

88. In all instances, fixed term Grant Agreements for 6 months are not considered 

by the GLA to demonstrate sustainable employment beyond the period that the 

Participant is supported by the GLA ESF project. Where an employer will only 

issue a 6-month Grant Agreement, You must make every effort to encourage 

employers to extend the Grant Agreement or transfer the Participant onto a 

permanent Grant Agreement, and this must be evidenced. Fixed term, 6-month 

Grant Agreements of employment must be the exception, and not the norm. The 

GLA may, at their discretion, choose not to pay for these Results, or where a 

claim by You has already been paid, claw back entry to employment Results 

payments, if they consider that this is not the case. 

89. In all instances, if payments for Results for entry to employment are clawed back, 

any subsequent payments made for sustainment will also be clawed back. 

Results for which payment has been clawed back will not count towards Your 

total of any category of Result delivered. 

90. In all instances where a Participant is employed directly, or employed and 

seconded to an alternate employer, by either You or one of Your Subcontractors, 

You should confirm the following in writing to the GLA; 

88.1. Participant ‘Unique Participant Identification Number’ (UPIN) 

88.2. Employment Start Date 

88.3. Contracting Employer 

88.4. Seconded Employer (if appropriate) 

Multiple employment results with an individual employer  

91. In instances where there are a high number of employment Results with one 

employer, the GLA may wish to verify the legitimacy of these Results. 

Opportunities that demonstrate that the employment is a legitimate job will be 

considered, whether permanent or temporary, but additional confirmations may 

be sought before agreement that the Result is eligible for payment is given.  
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Early Leaver 

92. A Participant will be deemed to be an early leaver if they have not been in contact 

with You for a period of 6 weeks from the date of the last engagement (or review). 

You should complete the Leaver template on Participant Database Form and 

select ‘Early Leaver’ for the question regarding leaver type. 

Leaver 

93. For GLA purposes, leavers should only be entered onto the Participant Database 

Form once the ‘Primary Result’ has been achieved, or where a Participant leaves 

voluntarily.  

94. Participants who have not yet progressed into employment, education or training 

and who have not been in contact with You for a period of 6 weeks from the date 

of the last engagement (or review) should be considered as early leavers. 

95. Participants who have progressed into Employment, Education or Training (EET) 

but who have not achieved the Primary Result by the end date of the Grant 

Agreement should be considered as leavers. In all instances, You should 

complete the Leaver template and record this on the Participant Database Form 

by selecting the appropriate leaver status. 

Returner 

96. A Returner is a Participant who has voluntarily left the Project or is a leaver or 

early leaver and who subsequently wants to return to the Project for additional 

support. You must be able to verify that the Participant wants to re-engage with 

the Project by completing a BTP and returner form (template provided in Delivery 

Handbook). No payment for any potential Outputs or Results will be made without 

this verification.  You will not be able to claim for any Outputs or Results for a 

Returner that have been claimed when they were previously on the Project. 

Participants without Basic Skills (Maths, English (including ESOL) 

97. Participants who commence on a project and who declare that they do not have 

Entry Level or above (or equivalent) Qualifications in Maths, English (including 

ESOL) should be tested to ascertain their Basic Skills requirement, and an 

appropriate certified qualification in Maths, English (including ESOL) at Entry 

Level, Level 1 or Level 2 should be delivered, as applicable to the Project. The 

standard for having basic skills on entry requires that the Participant has a 

minimum of 2 of the three basic skills. Entry level Maths (required) Entry level 

English or entry level English for speakers of Other Languages (ESOL). If the 

Participant has entry level English they do not require ESOL and vice versa. This 

means the Participant must be able to demonstrate both English literacy and 

Maths skills to be considered as having basic skills. The table below will help to 

determine whether a Participant requires Basic Skills on entry. 
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Maths English ESOL Status 

✓   

Does not have basic 

skills 

 ✓  

Does not have basic 

skills 

  ✓ 

Does not have basic 

skills 

✓ ✓ ✓ Has basic skills 

✓ ✓  Has basic skills 

✓  ✓ Has basic skills 

 ✓ ✓ 

Does not have basic 

skills 

 

 

Results 

 

How must results assessments be carried out? 

98. You should always request `preferred evidence’. If the preferred evidence is not 

available, You should consult with Your GLA Provider Manager so that 

alternative evidence can be considered.  

99. The England ESF ‘Managing Authority’/’Intermediate Body’ and auditors will 

check whether You have followed the methodology correctly, auditors may 

review the methods used by You, to highlight misuse of the rules and/or unusual 

trends against comparable projects. 

100. E-mails can be used for the notification of Results linked to payments. Under 

such an arrangement the e-mail address should include the name of the 

organisation in the email address string. Ideally the e-mail should also include 

the logo of the organisation. The Result notification should give a clear 

description of what has been achieved as a result of the ESF support provided. 

So, for example, if somebody got a job as a result of ESF support, the e-mail 

should provide: (i) details of who got the job; (ii) the name and address of the 

employer; (iii) the job title; (iv) location of where the person is working; (v) the 

start date of the job; (vi) the number of hours worked per week; and (vii) the type 

of Grant Agreement - plus any additional related information that may be required 

under a specific Project Specification. 



   
 GLA ESF 2014-20 Co-Financing – Eligibility & Evidence Handbook – Start Up, Step Up London 
 
 

21 
 

101. The following Results cannot be claimed unless the Result has been achieved 

within 4 weeks of the end date of the GLA funded intervention. 

99.1. Entering into Employment, Education or Training 

99.2. Participants progressing in work 

99.3. Participants moving into an improved market position 

99.4. Participants gaining at least 2 units of qualifications at Level 3 – 4 

102. You will need to evidence the end date of the intervention within the Participants 

BTP/reviews. 

103. For the purpose of this programme the ESF definition of “Upon leaving” is to be 

understood as up to 4 weeks after the Participant has completed the initial 

engagement on the programme and successfully registered with a recognised 

public employment services or a recognised third-party organisation. 

104. In the case of qualifications, a Participant may take and achieve a qualification 

whilst on the programme. In some cases, the Output/Result will not be available 

until more than four weeks after the person has left the operation because the 

examining board or college (for example) may not be able to publish the Results 

within this timeframe. In such instances the Output/Result may be recorded as a 

nil Result until the actual Output/Result is known, when it should then be 

amended as appropriate. 

Entry to Employment  

105. Self-employment is a valid form of employment when claiming an Entry to 
Employment Result.  

 
106. An Entry to Employment Result is claimable for Participants that move into a 

Zero Hours Contract if they were not on a Zero Hours Contract when they 
started the project, as long as You can also evidence (as per the guidance set 
out in Annex B) that the person is receiving payment for working, within four 
weeks of gaining employment.  

107. Participants that started on the project with a Zero Hours Contract will need to 

have progressed to a permanent employment contract or an employment 

contract of at least six month’s duration that is not a Zero Hours Contract. You 

are also required to provide evidence that the Participant is receiving payment 

for working within four weeks of leaving the initial intervention (all of which to be 

evidenced as per the guidance set out in Annex B) 
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Sustained Results 

 

Sustained Education  

108. Where the final count date for a period of sustained engagement falls outside of 

term times, the Result can only be counted towards the sustained engagement 

period when it can be verified that the Participant has either (i) returned to their 

original education/training provision, or (ii) has progressed to an Alternative 

Provision if the original provision has completed, (in order to demonstrate 

continuity). Where a period outside of term times falls within the period of 

sustained engagement, this period will count towards the calculation of the final 

count date. This reflects the fact that this is a planned break by the educational 

establishment, rather than a period of mandatory exclusion from education or a 

period which the Participant has voluntarily spent outside of education or training 

109. Participants who terminate their involvement with a funded intervention in order 

to attend alternate support, may return in order to receive continued support if 

they leave the alternate support, and can be reported as a Sustained 

Engagement in Education/Training for 26 Weeks Result if they then meet the 

defined requirements. 

110. Any variations to the above definition within the Project Specification takes 

precedence.  

Sustained Employment 

111. In order to claim a ‘Sustained Employment Result’ for a Participant You must be 

able to provide evidence that that the employment has lasted an average of 8 

hours per week over the sustained periods.  

112. You should provide suitable evidence, such as wage slips or declared time 

sheets or a signed declaration from the employer confirming the average hours 

per week to demonstrate the hours worked during the sustained periods. 

113. In order to evidence 26 out of 32 weeks sustainment, if the Participant has been 

in employment with more than one employer during the 32 weeks, verification is 

required of the leaving date from each employer so that the cumulative total of 

engagement is recorded. This will be verified by; confirmation from the employer 

in writing on their letterhead of the start date and the leave date of the Participant 

or confirmation from the education/training provider in writing on their letterhead 

of the continuation of higher level apprenticeship and name of the standard and 

the level of qualification. 

114. Where the Project Specification has a target for ‘Sustained EET’ Results, 

evidence of a combination of a sustained period of Employment, Education or 

Training is acceptable. 
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Payment Triggers 

115. Where an Output or Result generates a payment, only one payment will be made 

per Output or Result per Participant.
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Annex A – Project Specific Outputs and Results Evidence 

Requirements 

Outputs & 

Results 

 
 
 

Activity 

 

Evidence Requirements  

 

Supporting documents to demonstrate 

quality of provision 

(Please note this list is for guidance only 

and is not exhaustive) 

 

Start Up: Access to Entrepreneurship 

Starts 

Engagement and sign-up 

Needs assessment and 

BTP 

• evidence as per paragraph 16.1-

16.11  

• evidence that the Participant is 

aged 18 or over 

• evidence that the Participant is 

unemployed or economically 

inactive not in education or 

training 

• evidence of Basic Skills 

assessment for Participants who 

do not hold Entry Level or above 

qualifications (or equivalent) in 
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Maths and/or English (including 

ESOL) on enrolment 

• Basic Skills assessment to 

include digital skills review 

• Evidence of referral to 

organisations providing certified 

qualification in Maths and/or 

English (including ESOL) at Entry 

Level, Level 1 or Level 2 where 

necessary 

• Evidence of referral to 

organisation providing digital 

skills training and support where 

necessary (aligning with the 

essential digital skills framework  

https://www.thetechpartnership.c

om/wp-

content/uploads/2018/05/Essenti

alDigitalSkillsFramework-

29May18.pdf) 

 

Mentoring 

Sessions 

Participants attending 

mentoring sessions P 

• evidence of Participant 

attendance at a minimum of 5 

mentoring sessions 

• mentoring sessions agendas/ 

schedules capturing the ratio of group 

to individual mentoring; and  

• feedback forms from Participants after 

sessions are completed; and 

https://www.thetechpartnership.com/wp-content/uploads/2018/05/EssentialDigitalSkillsFramework-29May18.pdf
https://www.thetechpartnership.com/wp-content/uploads/2018/05/EssentialDigitalSkillsFramework-29May18.pdf
https://www.thetechpartnership.com/wp-content/uploads/2018/05/EssentialDigitalSkillsFramework-29May18.pdf
https://www.thetechpartnership.com/wp-content/uploads/2018/05/EssentialDigitalSkillsFramework-29May18.pdf
https://www.thetechpartnership.com/wp-content/uploads/2018/05/EssentialDigitalSkillsFramework-29May18.pdf
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• records of assessment against needs 

identified in the BTP 

• Evidence of the activities delivered, and 

the benefits gained by the Participant.  

Entry to self- 

employment or 

employment 

Developing and facilitating 

a training programme to 

help engender an 

entrepreneurial mindset in 

Participants 

Supporting Participants to 

access relevant and 

appropriate employment 

opportunities. 

Tailored careers 

information, advice and 

guidance (CIAG). 

Enterprise and self-

employment support. 

 

• as per Table 4, Annex B; and 

• the evidence must demonstrate 

whether the job is paid at the 

London Living Wage. 

• confirmation from Participants that the 

agreed activities in the BTP are 

progressing (Participant reviews);  

• CIAG evidence, i.e. copies of CV, job 

applications, reviews (min once every 

four weeks), job search activity;  

• confirmation of the number of hours of 

direct delivery which address the 

agreed activities in the BTP (there is an 

expectation this will be a minimum of 

14 hours). 
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Sustained self-

employment or 

employment 

Continued support to 

ensure Participants remain 

in work (including 

entrepreneurial self-

employment) for at least 

six months. This could 

include mentoring and / or 

coaching support to 

employees and / or 

employers (face-to-face, 

by phone or digitally). 

For employed (not self-employed) 

• evidence (verified by the 

employer) that the Participant has 

been engaged in employment for 

at least 26 weeks out of 32; and 

• the evidence must demonstrate 

whether the job is paid at the 

London Living Wage; and 

• verification that the Participant 

was employed for at least an 

average of 8 hours per week 

during the sustained period. 

For self-employed: 

• evidence that turnover has arisen 

in the 6 month period and self-

declaration from the Participant 

that they have been engaged in 

activities related to this self-

employment for at least an 

average of 8 hours per week 

during the sustained period   

 

• evidence that the Participant has 

received support to sustain their Result  

 

• any additional information required as 

defined in the Annexures of the GLA 

Grant Agreement; and for each Result 

reported or claimed. 

Step Up: Business Support & Leadership 

Starts  

Engagement and sign-up. • evidence as per paragraph 16.1-

16.11; and 

• evidence that the Participant is 

aged 18 or over; and 
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Needs Assessment and 

BTP development, 

identifying and addressing: 

• barriers to progression 

in work (including 

business growth) 

• appropriate 

qualifications  

• skills gaps  

•  support to ensure 

retention on the project   

 

• evidence that the Participant is in 

employment (including self-

employment), e.g. payslips for 

employed or tax returns for self-

employed 

• evidence that the employer is an 

SME as per Table 3 in Annex B 

Business 

Support 

Sessions 

Participants receiving one-

to-one Business Support 

Sessions 

• evidence of Participant 

attendance at business support 

sessions totalling a minimum of 6 

hours duration 

• business support session agendas  

• feedback forms from Participants after 

sessions are completed; and 

• records of assessment against needs 

identified in the BTP 

• records of reasons why mentors were 

matched to individual Participant 

• evidence that Participants and 

employers have been supported in 

accessing and retaining talent 
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Participants 

gaining a 

minimum of 2 

units of eligible 

Level 3 or 

above 

qualifications 

Develop and deliver to 

participants 

• as per Table 4, Annex B; and  

• copy of the certificate verifying 

the qualification and level 

achieved. 

• confirmation from Participants that the 

agreed activities in the BTP are 

progressing (Participant reviews); 

• confirmation of the number of hours of 

direct delivery which address the 

agreed activities in the BTP (there is an 

expectation this will be a minimum of 

14 hours). 

Participants 

gaining an 

improved 

labour market 

status 

Develop and deliver to 
Participants/providing 
Business Support 
 
 
 
 
 
 
 
 
 

 
 
  

Either: 

• evidence that the Participant has 

seen a positive change in 

employment contract since 

commencing on project as 

defined below; 

– a zero hours contract to a 

permanent contract or a 

temporary contract of at least 

six months’ duration; or  

– a temporary contract of less 

than six months’ duration to a 

permanent contract or a new 

temporary contract of at least 

six months’ duration;  

• confirmation from Participants that the 

agreed activities in the BTP are 

progressing (Participant reviews); 

• confirmation of the number of hours of 

direct delivery which address the 

agreed activities in the BTP (there is an 

expectation this will be a minimum of 

14 hours). 
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– an increase of at least 10% of 

hourly contracted wage rate 

(paying at least LLW); or 

– another form of progression in 

the workplace – these will be 

considered on a case by case 

basis and will need to be 

approved by the GLA Provider 

Manager prior to a claim being 

made.  

evidence of this change could be 

the two contracts of employment 

(showing the change) or an 

employer's declaration. 

Or: 

• evidence of an increase of 10% 

or more of self-employed turnover 

for a comparable 26 week period 

of self-employment 

• another form of progression of 

self-employment – these will be 

considered on a case by case 

basis and will need to be 

approved by the GLA Provider 

Manager prior to a claim being 

made. 
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Annex B – Methodology for obtaining 

evidence of ESF eligibility and ESF Results5 

Step 1: identify the eligibility criteria to be evidenced  

 

The essential criteria are those that determine whether or not ESF support is available for 

the Participant / entity.  

‘Essential criteria’ means:  

The individual is legally able to reside In the UK (and, if relevant to the project, work in the 

UK) during the period of ESF support.  

The individual is part of the target Participant group agreed between the beneficiary and 

the Managing Authority (specified employment status, educational attainment, age etc.).  

The target Participants group will be determined by the specific objectives of the relevant 

ESF programme priority, including the target Output and Result indicators.  

Table 1: Worked examples 

 

Project-specific criteria 

(target group) 

ESF Evidence requirement  

 

Economically inactive 

(aged 25 and over), not in 

education or training, who have 

complex barriers to employment 

– Evidence that legally able to reside / work in UK 

(applies to all Participants) 

– Evidence that economically inactive 

– Evidence that 25 or over. 

Note: there is no requirement to try to obtain evidence that 

an individual does not have any formal qualifications. 

 

                                                 
5 https://www.gov.uk/government/publications/european-structural-and-investment-funds-eligibility-documents: European 
Social Fund data evidencing requirements – Eligibility and Results guidance - Version 3 Published October 2018 

https://www.gov.uk/government/publications/european-structural-and-investment-funds-eligibility-documents
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Project-specific criteria 

(target group) 

ESF Evidence requirement  

 

Employed, including self-

employed, with no formal 

qualifications 

– Evidence that legally able to reside / work in UK 

(applies to all Participants) 

– Evidence that employed or self-employed 

Note: there is no requirement to try to obtain evidence 

that an individual does not have any formal qualifications. 

 

 

Step 2: Request items from the preferred list of evidence 

 

See Annex B below for list of `preferred evidence’. 

Please note: 

• Only one item from each bulleted list is required 

• The intention is to obtain (i) documents that are readily available to the Participant OR 

(ii) an introduction / referral from a relevant third party organisation that the individual is 

already engaged with and is therefore familiar with their personal circumstances. (The 

approach is not to ask the Participant to spend additional time, effort or costs trying to 

obtain something they don’t currently have.) 

• Where the Participant does have the preferred evidence but has not brought the item 

along for the enrolment assessment, they should be asked to return with the evidence 

at a convenient time. It would be inappropriate to consider alternative (weaker) evidence 

(step 3) or justify an exception (step 4) until this step is complete. 

• Try to select an item of evidence that will verify more than one eligibility condition, e.g. 

one recent payslip confirms (a) Participant in work and (b) is likely to contain national 

insurance number. 

• The items in the list should not be interpreted as England ESF Managing Authority 

stating that the evidence provides absolute proof of the eligibility condition. The 

Managing Authority’s objective is to achieve a reasonable degree of assurance – to the 

extent possible- that the Participant qualifies for support, without imposing a significant 

burden on the Participant or refusing support to those most in need. 
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Where referrals / introductions from third parties are accepted: 

• The referrer should provide a written statement. The written confirmation referred to 

above must be signed, dated and at least contain: 

– name of Participant 

– name of ESF project (this is preferable but not a strict requirement) the eligibility 

criteria being confirmed 

• If a Participant’s eligibility is confirmed by an introduction / referral or correspondence 

from DWP / Jobcentre Plus or National Careers Services, or Local Authority the referral 

document can be accepted in good faith at face value in the absence of any information 

to the contrary (such referrals are not considered to be Participant `self-declarations’). 

The beneficiary / provider does not need to obtain additional evidence on how that 

organisation was able to provide such confirmation, but the referral should confirm that 

the eligibility criteria have been met and should also name the individual (and preferably 

be addressed to the ESF project).  

 

• If a Participant’s eligibility is confirmed by other organisations (i.e. not DWP / local 

Authority / National Careers Service) then the beneficiary organisation / provider should 

obtain a letter from the 3rd party organisation that is making the referral confirming that 

they undertake eligibility checks concerning, for example, right to live and work in the 

UK (and explaining what specific checks are made). These checks need to be 

consistent with ESF requirements as described in this guidance. A record of the letter 

should be kept by the beneficiary organisation. Any subsequent referrals from that 

organisation need to confirm that the individual is eligible for ESF and be in line with 3rd 

party referral requirements as described in this guidance. The onus on checking 

eligibility rests ultimately with the ESF project / provider. 

 

• It should be noted that some documents are never out of date (e.g. qualification 

certificates) but information related to a Participant’s current circumstances need to be 

supported by recent evidence. The following guidelines apply (if in doubt, follow the 

`alternative evidence’ approach). 

– Recent payslip = issued in last 3 months. 

– Documents produced annually (tax related, tax credits) = latest issued (should 

therefore be no older than 12 months). 

– Award letters (grants, benefits, student loans) – original letter acceptable unless 

recurring award letters are issued (e.g. annual tax credits notification). 

– Other correspondence (non-recurring in nature) = no longer than 12 months old. 

– Introductions / referrals from relevant third party = within last 3 months 
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Step 3: if no preferred evidence available, consider credible alternative documents  

 

Again, the intention is to obtain documents that are readily available to the Participant or 

an introduction / referral from a relevant third party organisation that the individual is 

already engaged with and is familiar with their personal circumstances. The Participant 

should not be asked to spend additional time, effort or costs trying to obtain something that 

they don’t currently have.  

Consider informing the Managing Authority of common `alternative evidence’ to see 

whether they can be added to the preferred list.  

Examples of alternative evidence include:  

• documents from the `preferred evidence’ list that are too old / expired.  

• documents with partial information e.g. surname but no forename  

•  a combination of documents not listed as `preferred’ evidence e.g. TV licence 

correspondence; digital TV subscription letters etc.  

Where satisfied with such alternative evidence, document the justification for proceeding, 

to include:  

• Reasons why the Participant does not have any preferred evidence available and 

confirmation that credible and plausible reason have been provided and are acceptable;  

• Explain why the alternative items provide persuasive evidence that the Participant 

meets the criteria.  

• Alternative evidence might also include a written and signed record of the initial 

recruitment interview covering the individual’s eligibility / circumstances / lifestyle and 

signed by both parties (see exemplar form Annex 1). Such a signed record when 

combined with a self-declaration (and ideally any other additional alternative evidence) 

is always preferable to a self-declaration on its own. 

Step 4: if no alternative documents, consider whether an exception to the evidence 

requirements can be justified  

 

Where satisfied that, despite the absence of any evidence, the Participant qualifies for 

support, document the justification for proceeding, to include:  

• Reasons why Participant does not have any preferred or alternative evidence available.  

• Document how the beneficiary / You have attempted to collect the required evidence.  

• Explain how / why satisfied that the reasons provided by Participant are credible / 

plausible.  
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A properly signed self-declaration will also be required if the project believes the 

Participant should still be supported. 

If there is no case to justify an exception, then the individual will not qualify for ESF 

support.  

Table 2: Preferred evidence for assessing ESF Participant eligibility 

 

Type of condition Examples of entry 

conditions  

Indicative list of supporting 
documents  
(not exhaustive)  

(Only one item from list required) 

Basic rules to 
participate in the 
England ESF 
programme 

• Legal right to live in 

the UK during the 

period of ESF 

support (see earlier 

advice for Young 

people aged under 

18 who are NEET or 

at risk of being 

NEET)  

 

• For operations 

helping Participants 

to gain work for 

other work-related 

outcomes: the  

• legal right to work in 

an EU member 

state 

• Full passport (EU Member)  

• ID cards from citizens from other EU 

countries  

• Full passport (not 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 pace 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 
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Education • ESF support for 

individuals who 

have attained a 

specific 

qualification(s) or 

certain level of 

qualification  

ESF support only for 
individuals qualified in 
a specified subject / 
field  
 

• ESF support for 

individuals studying 

already studying  

Qualifications held: 
 

• Qualification certificate issued to 

individual. Projects should retain a 

copy of the certificate in the 

Participants file, certified as a true 

copy of the original.  

• Records of the academic institution / 

qualification body if such direct 

access would not be available to 

auditors / MA staff in future, then the 

project must retain copies of the 

records inspected.  

• Project or the Participant to request 

written confirmation of studying 

arrangements / qualifications 

(whichever is applicable to eligibility 

from the academic institution 

/qualification body.  

 

Employment  
(including self- 
employment)  

 

• Only for people in 

work  

• Only for self-

employed  

 

Self-employment  
 

• A submitted HMRC `SA302’ self-

assessment tax declaration, with 

acknowledgement of receipt. SA302s 

can be requested from HMRC.  

• Where the first SA302has not yet 

been submitted, other documentation 

to show that the trade/business 

activity is registered with HMRC for 

tax and national insurance purposes  

• Records to show actual payment of 

Class 2 National Insurance 

Contributions  

• Business records in the name of the 

business - evidence that a business 

has been established and is active / 

operating e.g. lease on premises; 

purchase / lease of equipment; 

publicity materials; business invoices; 

correspondence with Local Authority; 

legal correspondence.  



 

37 
 

• If registered as a limited company: 

Companies House records / listed as 

Company Director  

• Confirmation letter from accountant  

• VAT registration confirmation from 

HMRC  

 

Employed:  
 

• Must be working 

more/less than a 

certain number of 

hours each week;  

• Must have a certain 

type of employment 

Grant Agreement 

(permanent, fixed 

term, temporary etc)  

• Support for 

individuals under 

consultation or 

notice of 

redundancy  

 

Employed / Contract type / number of 
hours worked etc.  
 

• Latest payslip  

• Employment contract  

• Correspondence from employer  

• If applicable, copy of redundancy 

consultation or notice (general notice 

to group of staff or individual 

notifications)  

• Also see evidence in relation to 

Universal Credit (Annex 2 below)  

 

 

Unemployment  

 

Only for people who do 
not work  

 

• 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.  

 

(NB See Annex 2 of the ESF Data 

Evidence Requirements – Eligibility and 

results document for Universal Credit 

examples – i.e. evidence that can be 

used by non-DWP CFOs / non- DWP 

beneficiary organisations because they 
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work to different labour market 

definitions compared to DWP CFO)  

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. 

As an alternative to written confirmation, 

sight of original case notes and support 

records are acceptable. Photocopies 

must be suitably redacted to remove 

sensitive personal data or if photocopies 

are inappropriate or not permitted, a 

written agreement that MA/EC auditors 

can access the documentation.  

Also see evidence in relation to 

Universal Credit.  

Economically 
inactive  

 

• Economically 

inactive.  

• Only for people who 

do not work  

Economic inactivity refers to people who 

are neither in employment nor `actively 

seeking work’ (unemployed). The 

Managing Authority recognises that 

trying to obtain evidence to `prove a 

negative’ is likely to be difficult.  

Evidence of being in receipt of new-style 

ESA (such as a correspondence from 

DWP) would be acceptable evidence of 

inactivity Jobcentre).  

A 3rd party referral may also be 

acceptable as evidence if it is consistent 

with requirements set out in this 

guidance.  
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Self-certification is the minimum 

acceptable evidence requirement for 

economic inactivity. It is important that 

any self-certified evidence is provided 

in-line with the current 4-step verification 

methodology and self-certification 

guidelines set out in this guidance.  

You should try to obtain additional 

evidence in-line with hierarchy / 

methodology requirements set out in 

this guidance. So, for example, 

alternative evidence could be sought at 

stage 3. This could include making use 

of relevant Participant `lifestyle’ 

information gathered at the initial 

assessment / recruitment stage which 

details and explains the individual’s 

circumstances including his/her 

economic inactivity (please refer to the 

new exemplar form in Annex 1 of the 

ESF Data Evidence Requirements – 

Eligibility and results document for 

examples).  

In addition, at stage 3 of the 

methodology, projects can use 

correspondence issued by DWP in 

relation to Universal Credit as well as 

Universal Credit personal Account 

screenshot information. Although, in 

certain circumstances, this 

correspondence may not be able to offer 

100% positive proof of labour market 

status it will always be preferable to self- 

certificated evidence alone. Such UC 

evidence can also be sought after the 

Participant has started ESF provision 

– to help `bolster’ / strengthen any self-

certified evidence.  

Employment  
Education  

At risk of becoming 
NEET  

Referral letter from school and 

preferably, an additional confirmation 

letter from the local authority confirming 
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Training   that the individual is at risk of becoming 

NEET. 

 NEET status  

 

Referral from school  

Evidence from local authority client 

caseload databases developed for 

Young people (`screenshots’ – timed / 

dated as evidence).  

If the referral is not coming via a local 

authority / public body / public 

employment service then the minimum 

acceptable evidence will be a signed 

self-declaration by the Participant (in-

line with the 4-step hierarchy / 

methodology set out in these 

guidelines).  

Age  

 

Minimum age; 
maximum age; age 
ranges  

 

Birth certificate  

• Full or provisional driving licence 

(must be photo card)  

• Full passport  

• National Identity Card (EU)  

• Northern Ireland voters card  

• Employment Grant Agreement / 

payslip (if date of birth is quoted)  

• Pension statement (if date of birth is 

quoted)  

• Evidence that in receipt of age-

related state benefits  

• Letter/ confirmation from educational 

institution (if applicable)  

• Firearms certificate / Shotgun licence  

 

Employer / 
employment sector  
 

• Only for those 
employed in the public 
sector  
• Only for those 
employed in the 
private sector / 
voluntary sector etc.  

• Latest payslip  

• Latest annual P60  

• Latest benefits-in-kind statement  

• Employment Grant Agreement  

• Correspondence from employer  
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Address / 
geographic 
location of 
individual (YEI and 
projects specifying 
that Participants 
must live in a 
specific 
geographic 
location).  
 

 For YEI, eligible 
Participants have to be 
living in the designated 
YEI programme areas 
which are sub-regional 
in England  

 Please note that the 
` category of region’ 
applies to the location 
of the ESF `operation’ 
and not the home 
address of the 
Participant. For the 
purposes of recording 
and reporting headline 
MI data, the 
Participant’s data will 
be linked to the 
appropriate ESF 
operation and its 
category of region. 
(YEI data is not broken 
down by category of 
region)  
 

Home  

• Letter / confirmation from home 

owner (family / lodging)  

• Either a provisional or full driving 

licence (EU) (but has to be the photo 

card)  

• 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  

Work  

• Latest payslip (if actual work address 

indicated)  

• Employment Grant Agreement (if 

more than one possible location – 

must confirm actual work address)  

• Correspondence from employer (if 

more than one possible work location 

– must confirm actual work address)  

Study  

• Correspondence from institution  

• Student ID card (if identifies name of 

institution)  

• If institution has locations in more 

than one programme region – must 

also identify main location of course  
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Table 3: Preferred evidence for assessing SME eligibility 

 

Type of 

condition 

Examples of entry 

conditions 

Indicative list of supporting documents 

(not exhaustive) 

(Only one item from list required) 

SME  

 

Micro, small and 

medium enterprise 

enterprises to be 

supported.  

Confirmation that the employer has fewer than 
250 employees in the UK as recorded by the 
Employer Data Service or the Companies 
House registration and have an annual 
turnover not exceeding EUR 50 million, and/or 
an annual balance sheet total not exceeding 
EUR 43 million.  

 

 

Evidence of results (when linked to eligible payment) 

 

Proof of evidence must be obtained to support any Result indicators that link to payments. 

Results for Participants have to be achieved (`manifested’) by the time the person leaves 

the operation or within 4 weeks of the Participant’s leaving the operation (see section 3.2 

below) and will typically fall under one or more of the of the following broad `result 

categories’ and may also be combined with `Output’ (on starting) characteristics – for 

example the `into employment on leaving’ Result may have to demonstrate a progression 

from the `on starting’ Output characteristic `unemployed’ 

It is likely that most of the Results will fall under one or more of the following headings. 

Labour market 

• Into work on leaving 

• Into self-employment on leaving 

• Into job search on leaving (actively seeking work) 

Education /training 

• Into education / training on leaving 

• Gaining a qualification 
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Entities 

• SMEs successfully completing projects 

 

Methodology for obtaining evidence of ESF Results 

 

The methodology for obtaining evidence of ESF Results is potentially a three-step process 

(compared to a potential five-step process for eligibility checks). 

 

• Step 1: You should obtain documentary evidence of the Result (in line with the preferred 

list of evidence – see table 4 below). 

• Step 2: If the preferred evidence is not available, You should consult with Your GLA 

Provider Manager to agree alternative evidence that may be acceptable. 

• Step 3: If no alternative, suitable evidence can be found, no payment should be made or 

counted. 

 

Table 4: Preferred evidence for assessing evidence of Results achieved in ESF 

 

Result type Indicative list of supportive documentation 

(only one item from the list required) 

Into employment – Confirmation of employment from employer (this 

could be a letter, email or a template) 

 

– Wage slip (this could also be linked to other 

conditions where appropriate – e.g.  wage slips 

covering a specific time period) 

 

– Contract of employment 
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Into self-employment – Confirmation of self- employment – e.g. HMRC letter 

evidencing registration 

 

– Bank statement for business account 

 

– Registration with Companies House 

Gaining a qualification or 

part of a qualification 

Qualification certificate issued to individual (Projects 

should keep a copy of the certificate in the Participant’s 

record and certify it as a true copy of the original). 

– Letter / template / award letter / confirmation from 

awarding body 

– Project or the Participant to request confirmation of 

the qualifications in writing from the academic 

institution / qualification body. 
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Annex C – Glossary 

Term Definition 

Data Protection 

Declaration 

Declaration to be signed by individuals/organisations 

involved in projects detailing the purposes of data 

processing, retention of personal data and GDPR 

implications 

Delivery Handbook The GLA ESF 2014-2020 Co-Financing Programme 

Delivery Handbook is an aid to ESF Providers, including 

information about reporting to the GLA, claiming payments 

and template forms. 

European Social 

Fund (ESF) 

The ESF is a structural fund from the EU. It improves the 

skills of the workforce and helps people who have 

difficulties finding work. We are a co-financing organisation 

for the ESF. 

ESF Grant 

Agreement Funding 

The payments made for the services delivered by 

organisations which have been awarded Grant Agreements 

for services through the procurement of The GLA ESF 

2014-2020 Co-Financing Programme.  

ESF Providers An organisation that has been awarded a Grant Agreement 

for services to deliver The GLA ESF 2014-2020 Co-

Financing Programme.  

ESF Provider Visit The visits made from time to time by the GLA Provider 

Manager and/or other representatives to ESF Providers to 

verify/assess processes, procedures, evidence, quality or 

other matters as deemed appropriate by the GLA Provider 

Manager 

Evidence Handbook The GLA ESF 2014-2020 Co-Financing Programme 

Eligibility and Evidence Handbook, which includes 

information on evidence and eligibility requirements and 

responsibilities. 
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Grant Agreement The GLA ESF 2014-2020 Co-Financing Programme Grant 

Agreement  

GLA Provider 

Manager 

A GLA member of staff designated as the main point of 

contact between the ESF Provider and the GLA during the 

delivery period of the Grant Agreement for services. 

Intermediate Body The European Social Fund programme in London is 

managed by the European Programmes Management Unit 

in the Greater London Authority (GLA) which acts as an 

Intermediate Body (IB) on behalf of the Department for 

Work and Pensions (the Managing Authority). This is 

separate from the GLA's role as a Co-Financing 

Organisation   

 

Managing Authority The governments of the Member States of the European 

Union are responsible for managing European Structural 

Funds programmes. A designated Managing Authority in 

each Member State provides information on the 

programme, selects projects and monitors implementation. 

In the UK, the government department which has overall 

responsibility for the implementation of the European Social 

Fund in England is the Department for Work and Pensions. 

Output  Outputs are measurable deliverables which attract a 

payment on achievement as defined in each Lot and/or 

Sub-Lot. Outputs are mainly a measurement of a 

Participant successfully completing a stage of their journey 

through the Project. The Outputs that a successful Bidder 

has offered to deliver in the PTC will be established as 

Project delivery targets in their Grant Agreement. 

 

Participant An individual who is a direct beneficiary of the services 

delivered through the GLA ESF 2014-2020 Co-Financing 

Programme. 

Participant Data 

Form (PDF) 

The tool which the ESF Provider must use to record and 

report to the GLA data and management information about 

the Participants supported by the Project. The PDF may be 

in Excel format, paper format or via the GLA's Open Project 

System (OPS) as determined by the GLA. 
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Participant Data 

Schema (PDS) 

This is a database on which the GLA report all appropriate 

Programme Specific and Common Output/Results achieved 

to the Managing Authority (MA). 

Participant File A collection of information brought together to form a single 

point of reference relating to the learning that is taking 

place. 

Primary Result The key Result that the GLA wishes to see arising from the 

delivery of the Project. Each Lot or Sub-Lot has its own 

Primary Result as detailed in the Lot and Sub-Lot.  

 

Project The services delivered by an ESF Provider in accordance 

with the Grant Agreement awarded to them for the delivery 

of The GLA ESF 2014-2020 Co-Financing Programme 

services. 

Project Period The Period from the Project Start Date to the later of the 

Project End Date or the date on which you have met and 

discharged all of your obligations and liabilities under your 

Grant Agreement including (without limitation) all reporting 

and evaluation obligations. 

 

Project Manager Individual, supervised by the ESF Provider, who is 

responsible for delivery of the Project, compliance with GLA 

and ESF requirements and all reporting to the GLA, 

including delivery by Subcontractors or Delivery Partners. 

Results Results are measurable deliverables which attract a 

payment on achievement as defined in each Lot and/or 

Sub-Lot. Results differ from Outputs in that are normally a 

measurement of the successful achievement by the 

Participant of the aims of the Project at the point of leaving 

the Project (e.g. achievement of a qualification, 

achievement of an entry to employment). The Results that 

a successful Bidder has offered to deliver in the PTC will be 

established as Project delivery targets in their Grant 

Agreement. See also Primary Result.  
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Other formats and languages 

For a large print, Braille, disc, sign language video or audio-tape 

version of this document, please contact us at the address below: 

 

Greater London Authority  

City Hall      

The Queen’s Walk  

More London  

London SE1 2AA 

Telephone 020 7983 4000 

www.london.gov.uk 

You will need to supply your name, your postal address and state 

the format and title of the publication you require. 

If you would like a summary of this document in your language, 

please phone the number or contact us at the address above. 

 


