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Please note that, for clarity, references in this Handbook to GLA funded interventions relate to 
interventions funded in equal proportions by the European Social Fund (ESF) and Greater 
London Authority (GLA). 
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This document details the evidence required to claim an Output or Result. 
 

However, Delivery Partners should note that to draw down output and Result 
payments, all compulsory fields in the GLA Participant Database must also be 

completed. 
 



Evidence Handbook 
 

4 
 

Definitions of Eligibility, and Evidence Requirements 
 
Note: This section includes ESF definitions and evidence requirements which are either standard ESF 
requirements or are specific to a grant offer Specification. In all instances, where a definition extends 
beyond the standard ESF requirements, the additional requirements for the Specification must take 
precedence.  
 
Please ensure that you apply all eligibility and evidencing rules appropriately. If you are unsure, please 
contact your GLA Project Manager. 
 
Participants enrolled onto any project funded under the GLA ESF 14-20 Programme must reside in one of 
London’s 32 boroughs or in the City of London. 
 

1. ASSESSING PARTICIPANT ELIGIBILITY 
 
What needs to be assessed and evidenced?  
 
1.1 Student eligibility and the initial assessment / suitability assessment  
Before agreeing a student for a work placement/project, it is recommended that delivery partners undertake 
some form of initial or early assessment of the individual’s circumstances to identify: the personal 
circumstances of the student, 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 ESF programme 
objectives); and whether the student qualifies for support from the ESF programme and project. 
 
An inadequate initial assessment could result in poor value-for-money decisions and/or ineffective support, 
or ineligible students being recruited, all of which could result in project costs that may be ineligible for ESF 
support.  
 
1.2 Evidence of Eligibility 
Proof must be obtained to evidence that:  
 
(I) The student is legally able to reside in the UK (and work in the UK) during the period of ESF support; and  

(II) Students meet the eligibility criteria as per Specification, the requirements of which are met in the 
Evidence Handbook. 
(III) Students are enrolled on higher level digital skills (level 4 or above) courses  
 
 
Eligibility evidence should be obtained at the point of enrolment. The ESF Managing Authority for England 
recommends this approach as best practice. 
 
There are four ways (steps) to complete the eligibility checks, in descending order of preference (further 
explained in Annex A):  
(i) obtain documents from the preferred evidence list (Annex B);  

(ii) a referral / introduction / written confirmation from a relevant third party (see Step 2 in Annex A);  

(iii) alternative documents (Step 3) if considered to be credible and persuasive by the beneficiary 
organisation / delivery partner;  

(iv) make a risk-based exception if no evidence can be provided and if suitably justified (Step 4).  
 
The GLA’s preferred approach for verification of evidence is step (i), for the provider to keep actual copies 
of documentation as evidence from the list provided in Annex B, in some circumstances the provider can 
countersign a participant’s enrolment form to confirm that the necessary evidence documentation has been 
seen but could not be retained.  
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The provider should record an explanation in the participants file as to why the evidence could not be 
retained. The form should be signed by both the participant and the provider and the form should identify 
what type of evidence has been seen.  
 
If a participant has been referred from a relevant third party, step (ii), a confirmation from the third party 
that they have been able to verify the eligibility would also be acceptable if the delivery partner is unable to 
carry out step (i). 
 
Alternative evidence (iii) or risk-based exceptions (iv) 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 specific audit scrutiny. 
Intentional non-compliance with the required approach – such as using the `exception / no evidence’ 
option (point (iv)) before making reasonable attempts to obtain stronger evidence from the participant can 
lead to irregular expenditure and a consequent reduction in grant funding.  
Therefore, the GLA require that if you wish to use alternative evidence it should be confirmed in writing with 
the GLA prior to accepting the evidence and should only be accepted if the GLA confirm its acceptance. 
If you wish to apply the risk-based exceptions, this will only be available as an option if you have 
approached the GLA about alternative evidence and the GLA 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.  
 
Suitable evidence must be provided for results payments. No exceptions can be made for results evidence. 
 
Preferred evidence for assessing eligibility is laid out in the latest guidance in the “ESF Data Evidence 
Requirements – Eligibility and Results” documents found at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/519597/ESF_Data_Evid
ence_Requirements.pdf, Annex A is a copy of the current guidance and is subject to change. 
 
 
1.3 Start-up/micro/SME eligibility  
Before engaging with a business, it is recommended that delivery partners undertake some form of initial or 
early assessment of the business’ circumstances to identify: the business’ main address, the size of the 
business (whether it qualifies as a start-up/micro/SME), the digital / tech or creative focus of the business 
if relevant,  identifying how the ESF funded activity will be suitable and effective in addressing the business’ 
needs; the particular barriers or challenges the business face (relevant to the ESF programme objectives). 
 
An inadequate initial assessment could result in poor value-for-money decisions and/or ineffective support, 
or ineligible engagement, all of which could result in project costs that may be ineligible for ESF support.  
 
1.4 Evidence of Eligibility 
Proof must be obtained to evidence that:  
(i) The business is registered with Companies House/ confirmation of Business registration with HMRC and 
is legally able to operate in the UK during the period of ESF programme; and  

(ii) The business meets the eligibility criteria as per Specification, the requirements of which are met in the 
Evidence Handbook. 
(iii) Written confirmation of:  

• The business name, address, postcode and telephone number  

• Status (i.e. sole trader, partnership, limited company, plc etc) and  

• the date when the company/ person started trading. 
(iv) Details of the support that will be offered to the business  
(iv) Confirmation from the business that they agree for data to be shared for the purposes of evaluation. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/519597/ESF_Data_Evidence_Requirements.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/519597/ESF_Data_Evidence_Requirements.pdf
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(v) Eligibility evidence should be obtained at the point of engagement. The ESF Managing Authority for 
England recommends this approach as best practice. 
 
1.5 Submission of evidence to support a claim  
Scanned copies of evidence that comply with the requirements specified in the Evidence Handbook to verify 
any Outputs or Results claimed, and other such supplementary documentation as we may reasonably require 
that provide evidence of progress in relation to the Project, must be submitted along with the lead Delivery 
Partners periodic claim. Documentation required to make a claim is specified in the Delivery Partner 
Handbook.  
 
Each submission of evidence should be saved into one folder. The folder should state the project code, and 
should contain a word document that includes a declaration from one of the organisations authorised 
signatories that includes the following statement to satisfy the requirement for certification that the 
documents are copies of the original documents:  
 
“I certify that the folder containing this letter, ([insert the folder name]), contains true copies of original 
documents relating to the following ESF-supported project: [Name of ESF-Supported project, which should 
be the same as that in the Grant Agreement]” 
Name: [of authorised signatory] 
Position in organisation: [of authorised signatory] 
Name of organisation: [lead provider] 
Date: 
 
1.6  Additional evidence required for verification during monitoring visits 
 
This Evidence Handbook defines the minimum requirements that the GLA expect the Delivery Partner to 
achieve and the evidence required to support an output/result payment. However, there are additional 
qualitative expectations regarding programme activity and liaison with participants which should be 
demonstrated through robust documentation that should be held on file.  
 
This evidence will be reviewed during the periodic GLA Monitoring visits. In incidents where qualitative 
evidence does not exist or is deemed insufficient, the GLA will require Delivery Partners to improve their 
record keeping, and failure to comply may result in the GLA withholding payments or reducing/terminating 
grant agreements. Please refer to your grant agreement for further information (Clause23). 
 
Where relevant, examples of further evidence (but not limited to) to be reviewed during the GLA monitoring 
visits can be found within each Output/Results template within ‘Evidence that will be reviewed when 
monitored to confirm quality’. 
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2. DEFINITIONS 
 
2.1 Start-up/micro/SME 
Businesses categorised as start-up/micro or SME 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. 
 
 

Company category  Staff headcount  Turnover  or Balance sheet total  

Medium-sized < 250 ≤ € 50 m ≤ € 43 m 

Small < 50 ≤ € 10 m ≤ € 10 m 

Micro < 10 ≤ € 2 m ≤ € 2 m 

 
 
 
 
2.2 Disability 
Disabled students are categorised as those who; 

• have a work-limiting disability or learning difficulty (which includes long term health problems); or 

• have a disability covered by the Equality Act 2010. 
 
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: 

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

• the impairment must have adverse effects which are substantial; 

• the substantial adverse effects must be long-term; and 

• the long-term substantial adverse effects must be effects on normal day-to-day activities. 
 
Guidance on the Equality Act 2010 can be found at: http://odi.dwp.gov.uk/docs/wor/new/ea-guide.pdf. 
 
Students are asked to self-declare on their student enrolment form if they consider themselves to have a 
work-limiting disability or learning difficulty, or to be disabled as defined by the Equality Act.  
 
 
 
2.3 Disadvantaged Background 
Students from disadvantaged backgrounds are categorised as those who; 
 

• are the first generation in the family to go to university  
 
Students are asked to self-declare on their student enrolment form if they consider themselves to be from a 
disadvantaged background.  
 
2.4  Level 4 and above definitions  
 
Qualification levels for England, Wales & Northern Ireland are listed in  https://www.gov.uk/what-
different-qualification-levels-mean/list-of-qualification-levels 
 
 

http://odi.dwp.gov.uk/docs/wor/new/ea-guide.pdf
https://www.gov.uk/what-different-qualification-levels-mean/list-of-qualification-levels
https://www.gov.uk/what-different-qualification-levels-mean/list-of-qualification-levels
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START UPS, MICRO/SME REVIEWS OF DIGITAL SKILLS TRAINING PROGRAMMES 

Definition This Output measures the number of number of startups, micros/SMEs 
collaborating with higher-level skills providers to complete reviews and 
reports of digital skills training programmes (accredited at level 4 or above) 
offered and identify opportunities where provision and digital skills training 
at Level 4 or above can be improved for existing qualifications, or where new 
modules that could be considered as stand alone qualifications at level 4 or 
above can be developed, as part of the GLA Funded Intervention. 
 

Activities 
Start-up’s, micros/SMEs to attend at least 4-hour workshop with no more than 4 
other businesses to identify opportunities where digital skills training at levels 4 
or above can be improved to: 

-  better support access to talent by these businesses and;  

- improve the responsiveness of the skills system to the needs of the 
labour market. 

Payment 
Trigger 

This output will generate a payment. 
 
Only one ‘Training Review’ payment will be made per start-up/micro/SME 
engaged with. 

Evidence 
required to 
make a 
payment 

To claim an ‘Training Review’ pathway activity, reviews will need to 
demonstrate: 

• That the employer has contributed at least four hours’ time to the 
project and 

• That their involvement has been active 
 
Documentation must include: 

• Business Engagement Form  

• Induction checklist 

• Curriculum review and training needs assessment document 
(‘Training Review’) summarising training issues/opportunities 
identified, evidenced by signatures of both an officer of the Start-
up/Micro/SME and the Delivery Partner. 

 
The project must collect the following monitoring data from the start-
up/micro/SME: 

• Name and address of the business, including borough and postcode 

• Number of employees, annual turnover of the business and a brief 
description of business activities 

• The name and job title of the member of staff actively involved with 
the programme 

• Confirmation that the start-up/micro/SME 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 

• Confirmation that the start-up/micro/SME has a digital, tech or creative 
business  
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Evidence 
that will be 
reviewed 
when 
monitored 
to confirm 
quality  

In addition, projects must provide written evidence that the start-
up/micro/SME’s involvement with the review uses SMART objectives and 
has recommendations.  
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BUSINESS CO-DESIGN OF DIGITAL SKILLS TRAINING PROGRAMMES 

Definition This Output measures the number of number of start-ups, micros/SMEs 
involved and supported to co-design new modules that could be considered 
as stand alone qualifications at level 4 or above and or improved training 
modules to supplement or improve existing accredited Level 4 or above 
digital skills training programmes as part of the GLA Funded Intervention. 
 

Activities 
Start-ups/micros/SMEs to attend workshops with no more than 4 other 
businesses to co-design digital skills training at levels 4 (Qualification levels for 
England, Wales & northern Ireland, https://www.gov.uk/what-different-
qualification-levels-mean/list-of-qualification-levels or above), incorporating the 
findings of individual Training Reviews. 

The workshops must be for a minimum of ten hours and deliver an outline 
new/improved training module for digital higher-level skills (level 4 or above). 

Payment 
Trigger 

This output will generate a payment. 
 
Only one ‘Co-design of Training’ payment will be made per start-
up/micro/SME engaged with. 

Evidence 
required to 
make a 
payment 

To claim a ‘Co-design of Training’ pathway activity, reviews will need to 
demonstrate: 

• That the employer has contributed at least ten hours’ time to the 
project and 

• That their involvement has been active 
 
Documentation must include: 

- A Business Engagement Form 
- a Training Delivery Plan including a written outline of a 

new/improved training modules for higher level digital skills (level 4 
or above),  

- a Training Enhancement Declaration with confirmation from a 
Higher-Level Skills provider that the module is either deemed an 
enhancement of current training offering, or is deemed to be a new 
modules that could be considered as stand alone qualifications at 
level 4 or above. 

- a business timesheet which has a signature of an officer of the start-
up/Micro/SME and the Delivery Partner leading the workshop 
confirming attendance and active participation of the start-
up/micro/SME of at least ten hours  

- a collaboration report with signatures that documents attendees and 
the reviews and activities that have been undertaken.  

 
 

Evidence 
that will be 
reviewed 
when 
monitored 
to confirm 
quality  

In addition, projects must evidence that the start-up/micro/SME’s involvement 
with the review has SMART objectives and has recommendations.  While this 
activity should be focussed on the development of new and/or improved digital 
skills training at Level 4 or above, this is not the only form of engagement with 
micro/SMEs that will support the achievement of project outcomes. 
 

The GLA anticipates this activity to include, but is not limited to: 

https://www.gov.uk/what-different-qualification-levels-mean/list-of-qualification-levels
https://www.gov.uk/what-different-qualification-levels-mean/list-of-qualification-levels
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• Supporting the development of new or improved digital skills training at 

Level 4 or above;  

• Mentoring for teachers and or students at higher-level skills providers; 

• Workshops for teachers and or students on start-up and SME business needs 

The lead delivery partner must track progress and collate feedback 
on the new training using the training enhancement report to assess 
whether the project has improved the skills system’s responsiveness 
to the needs of start-ups, micros and SMEs 
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CAPACITY BUILDING SUPPORT  

Definition This result measures the number of start-up/micros/SMEs engaged with 
capacity building support to provide project/placement opportunities and 
access higher level skills, developed through the GLA funded intervention. 
 

Activities Training sessions and workshops provided to start-ups/micros/SMEs to 
support the businesses in: 

• identifying project opportunities/work placements where the 
business may benefit from digital higher-level skills input 

• practical administration requirements necessary to effectively offer 
and manage work placements and projects 
 

Payment Trigger Start-up’s/micros/SMEs must have completed at least 5 hours of training 
sessions/workshop opportunities for this pathway activity to be claimed. 
 
Only one ‘Capacity Building’ payment will be made per start-
ups/micro/SME. 

Evidence required to 
make a payment 

To claim a ‘Capacity Building’ pathway activity, projects must have in place 
an individual Training Session Evaluation (Capacity Building) which provides 
evidence that: 
• The start-up/micro/SME has attended at least 5 hours of training 

sessions/workshops  
• The start-up/micro/SME has identified a business need which could be 

fulfilled by a digital higher-level skilled work placement or project, and  
• The start-up/micro/SME has identified placement/s that would meet 

the needs of the student to gain industry relevant experience and skills 
• The start-up/micro/SME has identified the support and/ or training 

they would need to offer the placement 
 

Completion of a Business Engagement Form 
 

 
 

Evidence that will be 
reviewed when 
monitored to confirm 
quality 

 
The lead delivery partner must track progress and collate feedback on the 
new training using the training session evaluation report to assess whether 
the project has improved the skills system’s responsiveness to the needs of 
start-ups, micros and SMEs.  
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WORK PLACEMENTS OR PROJECT OPPORTUNITY  

Definition This result measures the number of start-ups/micros/SMEs providing a 
higher-level Work Placement or Student Project Opportunity developed 
through the GLA funded intervention. 
 

Activities Work Placements and Student Project Opportunities are time limited 
interventions, giving participants experience of real-life work situation to 
help them develop skills, understand the work environment and employer 
expectations, and progress towards paid employment.   
 
Work placements should: 

• Be for a fixed period of not less than 30 hours, over a period not 
exceeding twelve weeks 

• Ensure a close match with the student’s vocational higher level 
digital skills need and aspirations; 

• Provide pre-placement support including; 
o  An assessment of the workplace, 
o  Advice to the employer in relation to insurance, health 

and safety and other employee liability responsibilities 
o Provide on-placement support to both employer and 

student at regular intervals. 
 
Student Project Opportunities should: 

• Be for a specified project anticipated to require not less than 30 
hours, over a period not exceeding twelve weeks 

• Ensure a close match with the student’s vocational higher level 
digital skills needs and aspirations; 

 

Payment Trigger Students must have completed a work placement/student project 
opportunity for this pathway activity to be claimed. 
 
Only one ‘Work Placement or Project Opportunity’ payment will be made 
per student. 

Evidence required to 
make a payment 

The student undertaking the placement/project opportunity must complete 
a Student Enrolment Data Form and be eligible to receive support as per 
the ESF guidelines, that is: 
• Being legally able to reside (and work) in the UK 
• Living in one of London’s 32 boroughs or in the City of London 
 
To claim a ‘Work Placement or Project Opportunity’ pathway activity, 
projects must have in place an individual work placement Progress Report 
which provides evidence that: 
• The placement clearly meets the needs of the start-ups/micro/SME as 

identified through capacity building support and 
• The placement clearly meets the needs of the student to gain industry 

relevant experience and skills 
 

A Work Placement or Project Opportunity Completion Form must be 
completed (signed by participating business/Higher-level skills provider, 
and student beneficiaries) which contains a detailed review of the 
placement/project with comments from both the business and the student.   
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Projects must collect the following monitoring data from the employer: 

• The name and job title of the member of staff supporting the 
student during their placement/project. 

• Start and end dates of the placement/project. 
 

Evidence that will be 
reviewed when 
monitored to confirm 
quality 

In addition, projects must evidence the following in the Work placement or 
Project Opportunity form that: 
• Pre-placement support has been provided, as relevant to the needs of 

employer and student; 
• A workplace assessment has been undertaken 
• On-placement support has been provided to both employer and the 

student. 
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Annex A:  Methodology for obtaining evidence of eligibility 
 
Step 1: identify the eligibility criteria to be evidenced  
 
 
‘Essential criteria’ means:  
 

• The business/ student is legally eligible to receive support during the period of ESF support.  

 
The Business/ Students full address must still be obtained as part of the business/ student’s record, 
including usual study location where applicable, to establish that they qualify for support from the England 
ESF programme.  
 
In addition, the GLA requires the following evidence to be obtained:  
 

• 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;  

• Disadvantaged Backgrounds 

• Participant is an ex-offender;  

• Homelessness;  

• Records relating to other people, for example, children, dependents, caring responsibilities or whether 
the participant lives in a jobless household;  

• Troubled families  
 
Whether any or more of the above factors are part of the qualifying criteria, the following principles must be 
followed:  
 

• Businesses/ Students must confirm that they meet the required criteria. This 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 other participant forms and 
declarations.  

 
Beneficiary organisations / delivery partners should of course remain alert to the possibility that false 
information is being provided to gain access to ESF support. Suspected fraud must be properly investigated 
and beneficiaries must not enrol participants unless satisfied, to the best of their knowledge, that they meet 
the criteria.  
 
Eligibility evidence is only required when the criterion determines if ESF support can be offered by the 
project.  
 
 
 
Step 2: Request items from the preferred list of evidence 
 
See Annex B below for list of `preferred evidence’. 
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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 business/student 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 that 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 business/student 
qualifies for support, without imposing a significant burden on the participant or refusing support to 
those most in need. 

 
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: 

o name of business/student  
o name of ESF project (this is preferable but not a strict requirement) the eligibility criteria 

being confirmed 
 

 

• 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). 
o Recent payslip = issued in last 3 months. 
o Documents produced annually (tax related, tax credits) = latest issued (should therefore be no 

older than 12 months). 
o Award letters (grants, benefits, student loans) – original letter acceptable unless recurring award 

letters are issued (e.g. annual tax credits notification). 
o Other correspondence (non-recurring in nature) = no longer than 12 months old. 

 

• Introductions / referrals from relevant third party = within last 3 months 
 
Step 3: if no preferred evidence available, consider credible alternative documents  
 
Again, the intention is to obtain documents that are readily available to the business/students or an 
introduction / referral from a relevant third-party organisation that the business/student is already engaged 
with and is familiar with their personal circumstances. The business/student 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.  
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• 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.  
 
 
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 / delivery partner has attempted to collect the required evidence.  

• Explain how / why satisfied that the reasons provided by participant are credible / plausible.  
 
If there is no case to justify an exception then the individual will not qualify for ESF support. 
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Annex B:  Preferred evidence for assessing ESF student 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 

 

• For operations helping 
participants to gain 
work for other work-
related outcomes: the 
legal right to work in an 
EU member state. 

 

• National insurance number: either 
the plastic card or letter from HMRC 
(you must have the right to work or 
study in the UK to get a National 
Insurance Number) 

• Full passport (EU Member) 

• Full passport (not EU Member 
State): 

 
o 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 
o 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). 

 

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 

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, the 
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/field 
 
 

• ESF support for 
those individuals 
studying full-
time 

 
 

project must retain copies of the 
records inspected. 

 

• Project or the participant to request 
confirmation of qualifications in 
writing from the academic institution 
/qualification body. 

 

 

Age Minimum age; maximum 
age; age ranges 
 

• Birth certificate 

• Full driving licence 

• Full passport 

• National Identity Card (EU) 

• Firearms certificate / Shotgun 
licence 

• Northern Ireland voters card 

• Employment contract / 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) 

 

 
Address 

 
Eligible Participants must 
evidence which London 
Borough they live in. 

 

• Letter / confirmation from home 
owner (family / lodging) 

• Full driving licence (EU) 

• 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 
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 Preferred evidence for assessing SME eligibility 
 
 

Type of condition  Examples of entry 
conditions  

Supporting documents (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  

 
 


