SCOTLAND’S EMPLOYER RECRUITMENT INCENTIVE
Q&A
(Version 2 – April 2016)
INTRODUCTION
Developing the Young Workforce - Scotland's Youth Employment Strategy sets out how the
Scottish Government and COSLA will implement the recommendations from the Commission
for Developing Scotland's Young Workforce to drive the creation of a world class vocational
education system to reduce youth unemployment by 40% by 2021.
Within this implementation plan we made a commitment to develop an employer recruitment
incentive (ERI) that would simplify the current delivery and compliance arrangements of
existing Scottish Government funded ERI schemes and provide a financial contribution to the
additional costs of recruiting and sustaining a young person in employment, including a
modern apprenticeship.
GENERAL
Q1.
What is Scotland’s Employer Recruitment Incentive?
Scotland’s Employer Recruitment Incentive (SERI) is an employer reruitment incentive which
continues to deliver the Scottish Government’s (SGs) commitment to target support at
unemployed young people, with the greatest barriers to employment, to enable them to
obtain and remain in sustainable employment (including MAs). Eligible young people can be
found at Annex A.
The Incentive has been developed to integrate and link fully with the SG’s existing
employability and skills programmes.
The incentive will be managed and delivered by Local Authorities (LAs). Skills Development
Scotland (SDS) will administer the programme on behalf of the Scottish Government (SG).
The roles and responsibilities for each organisation and the proposed draft evaluation
specification are outlined in Annex B.
Q2.
What are the timescales for the programme?
The incentive opened to starts from 1 July 2015 until 4 December 2015, when the
programme was paused. The pause has now been lifted and SERI will be available for
further job starts from 1 April 2016. The last date for job starts will be 31 January 2017.
(SERI was paused to starts from 5 December 2015 until 31 March 2016. No starts can be
accepted during this timeline, including retrospective claims).
Q3.
Who can apply for funding?
Local Authorities will be allocated an agreed volume of starts based on Employability Fund
methodology. LAs, on behalf of Local Employability Partnerships (LEPs), will draw down
funding from SDS (via CTS) on confirmation that the participant has commenced
employment and has remained in sustained employment at the 4 week, 13 week and 52
week periods.
Employers apply for the incentive through LAs.
Q4.
Can all Local Authorities apply for funding?
Yes, all LAs can apply for funding.
If a LA decides to use ESF/ERDF funding to supplement the SERI support they will be
required to adhere to the relevant EU programme rules and this is not a matter for SDS or
Scottish Government. You must also consider the following:1. Those LAs in receipt of ESF/ERDF funding through the Youth Employment Initiative
(YEI) and ESF 2014-2020 can apply if they can demonstrate additionality*.
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2. In line with ESF 2014-2012 and YEI operating rules, match funding has to be clean**;
have no other EU funding connected with it; no other targets linked to it; and the
funder should be made aware that it is being used to match ESF/ERDF. LAs who
intend to use SERI as match, should notify SDS (sharon.maxwell@sds.co.uk) of your
intention to do so, along with the ESF/ERDF team administering the EU funding .
(*Addionality can include [1] Funding more places that the sum allocated would normally buy; [2] funding places for longer than
12 months for those furthest from the labour market; and demonstrating additional support for the young person to remain in the
job. **As no specific target is attached to the allocation of SERI funding to LAs by Scottish Government, then in our view SERI
can be considered clean. However, it is up to applicant LAs to consider if their match is truly clean, as this would be tested
during ESF/ERDF compliance procedures where you would be required to provide evidence that it is clean).

Q5.
How does a Local Authority get involved in the programme?
SDS, CoSLA and SLAED have agreed that EF Methodology will be applied for the allocation
of the new ERI (with a minimum allocation of 4). SDS will officially inform Local Authorities
via their Grant letter of individual LA allocations. Allocation of places to be supported during
period 1 April 2016 to 31 January 2017 was disseminated to LAs by email in advance of the
programme re-opening on 1 April.
LAs will confirm to SDS the places they wish to deliver from their allocation in advance of 1
April. This will be undertaken via email and the initial reallocation of places, for any LA who
declines their full allocation, will be recycled within the programme and reallocated using the
EF Methodolgy to the remaining LAs in advance of 1 April 2016.
The Employability Fund (EF) Advisory Group will discuss the reallocation of places, for any
LA who is unable to utlise their full allocation and who chooses to release their places,
electronically in the Autumn of 2016. LAs will be approached in advance and places will be
reallocated to remaining LAs by the EF Advisory Group, using the EF Methodology.
As a national minimum, it will be expected that 25% of places will support young
people who are. care experienced (care leaver or carer) an ex-offender or disabled.
This is based on the current minimum expectation for these groups.
Q6.
Will the Local Authority have a contract with the Skills Development Scotland?
Yes. Grant letters are issued to all LAs detailing the maximum funding available based on the
allocation of places agreed.
Q7.
Can a LA enhance/supplement the funding?
Yes, this is a matter for each LA. SDS will however only manage and evaluate the SG
funded element. It will be for each LA to ensure that they have effective risk management
and good internal control framework for the SG funded element of the programme. If for
example the LA decided to use ESF funding to supplement the support they will be required
to adhere to the relevant EU programme rules and this is not a matter for SDS or the SG Fair
Work Directorate.
Q8. What is the audit requirement SERI?
SERI 2016-17
Milestone Point
Audit Evidence
4 Week Claim
1) Application Form
2) Evidence participant is still in employment
3) Evidence Employer has been paid
13 Week Claim
1) Evidence participant is still in employment
2) Evidence Employer has been paid
52 Week Claim
Completed 52 Week Review Document including signatures from
Participant, Employer and Local Authority
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Living Wage Claim

Completed LW Section of 52 Week Review Document including
signatures from Participant, Employer and Local Authority
Evidence participant is still in employment should include a minimum of ONE of the following:
Confirmation signed by Participant, Employer and Local Authority, Participant Wage
Slip/Slips showing employment at the point of the milestone, Payroll information showing
employment at the point of the milestone. If confirmation is via e-mail by employer,
subsequent confirmation for other Milestone points MUST be via one of the other acceptable
pieces of evidence. 52 week evidence should be as outlined above.
Evidence Employer has been paid should include a minimum of ONE of the following: BACS
Run, Ledger Extracts, System Screenshots, Bank Statements, Creditor Report, Remittance
Advice from LA to Employer.
Q9.
How does a business get involved in the programme?
Employers can apply for funding from the incentive through their LA. Please note each LA
has a dedicated contact – local details can be found at:- http://www.ourskillsforce.co.uk/fundingfor-skills/employer-recruitment-incentive/.
LAs
are
expected
to
notify
SDS
(sharon.maxwell@sds.co.uk) immediately of any change to your local contact point.
Q10. What funding is available to employers?
Where a company commits to new job or new Modern Apprenticeship (MA) for up to 52
weeks, it will receive up to £4,000. If the company pays the young person the living wage
there will be an additional payment of £500. The payment schedule will involve:
 15% at 4 weeks (£600) - No payment for less than 4 weeks;
 35% at 13 weeks (£1,400) - No payment for less than 13 weeks;
 50% at 52 weeks (£2,000) – No pro-rata payment between 13-52 wks. Payment will be
made on presentation of evidence that the job has been sustained;
 Additional payment of £500 will be awarded to the employer if participant is paid the
current living wage. This will be paid along with the final payment to the employer
(week 52). The Living Wage is reviewed each year and the new rate is announced in
November during Living Wage Week. Information on LW rates can be found here.
This incentive is not a hand-out to companies – it is a co-investment in young people
with a view to helping businesses grow.
Q11. What can the funding from the incentive be used for?
The Incentive will be avilable to use as a contribution to the additional costs of recruiting and
sustaining a young person in employment, including an MA, during their first 52 weeks of
employment.
Q12. When do employers get paid?
LAs will make their own arrangements with regards to making payments to employers
however these should comply with the parameters outlined by SDS within the Incentive
Operating Rules; should be consistent with the payment schedule at Q.10; and align with
individual LA finance regulations. http://www.ourskillsforce.co.uk/funding-for-skills/employer-recruitment-incentive/
Q13. How will job vacancies be advertised?
The matching of job vacancies/opportunities will be the responsibility of the LAs with support
from LEP partners, and will vary by local area. Existing job brokering schemes can be used
for this purpose.
SDS will raise awareness and provide advice on the programme to employers and other
stakeholders. Primarily this will be through OurSkillsforce
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(http://www.ourskillsforce.co.uk/funding-for-skills/employer-recruitment-incentive/),
SDS’s
Contract Managers, Employer Engagement Team, and the Open Doors Consortium. The
main contact point for LAs for SERI enquiries is (sharon.maxwell@sds.co.uk).
Q14. How does Local Authorities/SDS count their starts against projected numbers?
SDS & LAs will maintain a system which keeps an account of the number:
 young people supported through the programme;
 of vulnerable young people supported;
 of MAs supported;
 of different companies supported through the programme;
 of payments made at each stage of the programme; and
 of living wage supplements made.
The recording mechanism and form(s) to be used for this process has been agreed with
SLAED and CoSLA and must be followed. Therefore local recording templates cannot be
accepted. Templates will be provided by SDS.
Q15. Can employers accessing SERI funding also access the additional in-work
support package for targeted young people, offered by SDS on behalf of Scottish
Government and delivered by Open Doors Consortium?
Yes. A package of additional in-work support, funded by Scottish Government, managed by
SDS and delivered by an extended Open Doors Consortium is available to the young people
participating in SERI.
From 5th November 2015, as well as SERI participants, the In Work support package will also
be available to the following groups: those who are about to be recruited but who may not be able to receive SERI (e.g.
where a Local Authority no longer has SERI places available or where other issues
preclude engagement); and
 those young people already in employment (since 1st July 2015) where the employer
considers additional support, to sustain their first 52 weeks of employment, is required.
SDS will make available funding of up to £500 per young person to the organisations within
Open Doors Consortium who deliver the support. This additional in-work support will be
tailored to the needs of the individual, for example; training, mentoring, advising employers
on specific health and safety issues in the workplace and job coaching. Local Authorities
should follow the referral process within the SDS cooperating rules. Please contact
lianne.williams@enable.org.uk Tel: t: 0131 220 8255 m: 07889 456 303 to make a referral
to Open Doors or for more information on the In-Work support package.
ELIGIBILITY
Q16. Which employers are eligible for the recruitment incentive?
A private business or third sector organisation of any size can recruit a young person aged
16-29, fitting one or more of the eligible groups (see Annex A) providing the can demonstrate
capacity to offer sustained employment. This can include recruitment into a MA (in line with
existing MA programme rules).
Public Sector employers are not eligible to apply.
Q17. Can more than one participant be supported through the incentive with the
same company?
In general terms small and micro business, employing not more than 50 people, will not be
able to recruit more than 2 participants through this programme. However, on a case by
4
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case basis, the LA can decide to waive this rule if the business can demonstrate that it can
support more than 2 participants.
There is no restriction on the number of young people an employer, employing over 50
people, can support through the incentive if capacity to do so has been demonstrated.
However, employers are only eligible to apply for SERI once per participant.
Q18. Can an employer sub-contract the young person to another employer?
No, an employer cannot act as an intermediary. However they can use the funding from the
incentive to pay for a support that is person-centred, dependent on what the young person
and employer needs and is designed to help the young person sustain the post past 52
weeks.
Q19. Which young people are eligible for support through the programme?
Participants will be eligible if they:
 fall within one or more of the eligible groups (Annex A);
 are aged between 16-29 years; and
 are day 1 unemployed, up to entry to the work programme and work programme
completers (as stated on a self-declared basis).
Once eligible, participants will be:
 employed for a minimum of 16 hours or more per week and will be in line with the
young person’s working time regulations; supported for up to 52 weeks. There will be
flexibility within the rules of the scheme, for young people with additional support needs
to allow hours to be accumulated over a monthly period.
 eligible for one ERI through this programme1. However, if the 1st post is deemed to be
unsuitable they would be able to transfer their support if they found employment with
another employer who is willing to participate in the programme (this 2nd chance option
would mean that they could transfer the balance of their support to a new employer –
adviser/LA discretion would be applied).
Q20. Can an employer employ a 15 year old young person who has left school?
An employer can take on a young person who is 15 years of age, as long as they have their
National Insurance Number and have reached the statutory school leaving date.
Q21. If a young person applies for and was successful in being offered the job, but
the day before they are due to start they turn 30 are they still eligible?
No, s/he would be ineligible as at the point of entry onto SERI the young person must be 29.
Q22. Can an employer employ a family member?
Yes, as long as the family member satisfies all eligibility criteria for the recruitment incentive,
there is no reason why an employer cannot recruit a family member.
Q23. Which young people are ineligible for the incentives?
Young people who are, on day one of employment but meet one or more of the following –
 are of compulsory school age;
 Young people currently supported through Adopt an Apprentice or Adopt and Intern
 if they fall within an eligible group (Annex A), but are aged 30 or over;
 attending school or college full-time as a learner or student;
 in full-time higher education;
 have an existing contract of employment (including as a Modern Apprentice);
1

ie a young person with additional support needs who is also undertaking an MA is not able claim the
ERI twice.
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an ineligible overseas national;
in custody or on remand in custody;
in receipt of an Education Maintenance Allowance;
in receipt of any other SG/SDS/DWP ERI;
not domiciled in Scotland;
participating in the Work Programme or any other mandated DWP initiative.

Q24. Who is responsible for ensuring eligible young people benefit?
LAs are responsible for ensuring eligibility of participants. The eligibility of the participant
must be established before the start of his/her job and it is crucial that discussions take
place with the relevant organisations, including Open Doors Consortium at the earliest
possible stage in relation to referrals, eligibility checks, etc. LAs must retain evidence of
the participant's eligibility and may be asked to produce this for audit and compliance
purposes.
LAs will not be entitled to claim funding from the SDS for any ineligible young person, and
will be liable to meet paid costs if an ineligible young person participates in the programme.
LAs are responsible for ensuring eligibility of participants. Participants will be required to
sign the application form which contains a self-declaration section.
Q25.
Yes.

Does this also relate to Work Programme completers?

Q26. If a young person leaves their job or the employer deems them unsuitable for
the position, can the company recruit another young person and apply for the
incentive?
Yes. Employers will be able to recruit another participant, for the full 52 weeks, if a participant
'drops out' (2nd chance rule applied) as long as the participant still meets the eligibility
criteria.
Q27. If a young person leaves their job and obtains another job can the new
employer apply for the incentive for the young person?
Yes, as long as both the employee and employer still meet the eligibility criteria (2nd chance
rule applied) – Q19 also refers.
TERMS AND CONDITIONS OF EMPLOYMENT
Q28. Are the young people participating on the programme considered employees?
Yes, they are employees and therefore should be on the terms and conditions of the
company. Companies who employ young people on zero hour contracts will not be eligible.
Q29. How many hours per week must the young person work and can they change
the hours they work per week?
The young person should be employed for a minimum of 16 hours per week and will be in
line with the young person’s working time regulations; supported for up to 52 weeks. [There
is flexibility within the programme for young people with additional support needs to allow
hours to be accumulated over a monthly period – this will be under LA discretion].
The number of hours they can work in a week can vary depending on the job. We appreciate
local arrangements may dictate the number of hours worked in a week. Please note that
LAs should ensure adherence to the EU Working Time directives. Employers and
employees will sign the application form to self-certify that they are complying with this rule.
6
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Q30. Can a young person have an additional part-time job?
In principle participants should be unemployed prior to commencement of programme.
However, where a young person has a part time job LAs can apply discretion on an
individual basis. In doing so, LAs should ensure adherence to the EU Working Time
directives.
Q31. Will travel costs be paid?
This is for the employer to decide. The Incentive can be used to remove barriers to
sustaining employment.
Q32. Can a young person be employed on the programme retrospectively?
All jobs created must start on and after 1 July 2015 until 4 December 2015, when the
programme was paused. Further job starts will be available from 1 April 2016 and the last
date for job starts will be 31 January 2017. (SERI was paused to starts from 5 December
2015 until 31 March 2016. No starts can be accepted during this timeline, including
retrospective claims).
Q33. Can the same employer continue recruiting recruits over and over?
In general terms small and micro business, employing not more than 50 people, will not be
able to recruit more than 2 participants through this programme. However, on a case by
case basis, the LA can decide to waive this rule if the business can demonstrate that it can
support more than 2 participants.
There is no restriction on the number of young people an employer, employing over 50
people, can support through the incentive if capacity to do so has been demonstrated.
However, employers are only eligible to apply for SERI once per participant.
Q34. Can a young person take up employment out-with the Local Authority area in
which they are resident?
There is no hard and fast rule about locality of the employer, as long as the job and the
address of the potential employee are in Scotland. In the first instance, the funding would sit
with the LA in which the employer is based.
The SG is keen for this initiative to be an all Scotland approach and would advise that where
an employer and a young person have different LA addresses the LAs concerned come to a
common agreement. LAs may apply their own discretion in this regard.
Q35. Are there any conditions on the branding and promotion of recruitment
incentive?
All external reference and publically shared documentation must have a minimum
requirement of the following logos:
 Scottish Government
 Skills Development Scotland
 LA logo – to be added to documentation by individual LA’s
 European Union (*Only LAs using EU funding as match/in receipt of EU Youth Employment Initiative [YEI] funding
must include the EU logo in accordance with European Structural Funds 2014-2020 Publicity Requirements for European
projects.
Guidance
can
be
found
here:
http://www.gov.scot/Topics/Business-Industry/support/17404/20072013PublicityInfo/PublicityGuidancefor2014-2020/esfpublicityrequirements/PublicityRequirements2014-2020 )

Q36. How should SG funding be acknowledged on publicity materials?
Both the employer and employee must be made aware that the recruitment incentive is
funded by the SG. All letters/contracts must carry the correct logos and should acknowledge
the SG involvement (see Q35). The SG logo and guidance can be accessed using the
following link: http://www.scotland.gov.uk/About/Information/image-gallery/Buildings/logos
7
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LINKS TO OTHER EMPLOYMENT AND SKILLS PROGRAMMES
Q37. How will programme join up with and not duplicate existing programmes?
The incentive will allow for smooth and positive transitions for young people. For
example, where a young person has participated in and completed a scheme such as
Community Jobs Scotland, or any other DWP mandated initiative, which has not resulted in
employment, s/he could be directed to opportunities funded by incentive.
Efforts should be made to connect young people undertaking appropriate interventions on
the Strategic Skills Pipeline to job opportunities supported through incentive.
Q38. Can jobs supported by employer recruitment incentives funded through the
programme lead onto a Modern Apprenticeship?
Recruitment incentives funded through the programme will be available to employers at the
same time as the SDS MA public funding contribution, i.e. the young person can have started
a MA at the same time as the employer benefiting from programme. This will include those
who are 25 plus following a MA framework which is not eligible to receive a MA funding
contribution.
Those following the MA route should note that the MA contribution rate would only be applied
where the framework followed is approved for funding within the MA programme. The
following link takes you to the MA programme rules which should be adhered to. Appendix 5
gives further information on the age criteria for MAs both in the private and public sectors.
http://www.providercentral.org.uk/OurServices/NationalTrainingProgrammes/ModernApprenticeships2014_15.aspx

A young person who is recruited and supported by the incentive can move into an MA at any
stage however they will not be able to claim for the incentive twice.
Q39. Can young people leaving Community Jobs Scotland (CJS) placements be
supported by recruitment incentives funded through the programme?
When a young person completes a CJS placement without a sustainable outcome, s/he is
unemployed from the day immediately following the end of their contract. Depending on
circumstances (e.g. that all eligibilty criteria are met) where employers would otherwise not
have been able to make the CJS opportunity into a sustainable job, they may be eligible for
support through the incentive to enable the young person to transfer seamlessly into
sustainable employment.
This is because the opportunities created through CJS are intermediate to any job created at
the end of this placement and will be viewed as additional to the current workforce.
Employers should contact the relevant LA to discuss eligibility. SG is working in partnership
with SCVO and SLAED to ensure improved transition arrangements. Further information on
CJS is available on SCVO website. The subsidy cannot be used in conjunction with the
young person being on a CJS placement.
Q40. Can a young person leaving the Employability Fund be eligible for the incentive
if they obtain employment?
Yes, a young person leaving the Employability Fund at any stage of the pipeline is eligible to
apply for the programme.
Q41. Can an employer access the incentive at the same time as Adopt An
Apprentice; Adopt An Intern?
No. If you wish to discuss please contact SDS.
8
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ANNEX A
SERI 2016/17 Eligibility Criteria
From 1 April 2016, SERI will have a sharper focus of supporting young people with the
greatest barriers to employment. Young people aged 16-29 years (inclusive) who fall within
one or more of the following groups will be eligible for SERI support:


















person with a disability2 or long-term health condition;
care experienced young people;
carer3;
person with a conviction (including CPO’s);
military early service leavers (up to 6 years);
long-term unemployed (6 months or over) who are not on the Work Programme or
Community Work Placements;
person who has failed their ESA Work Capability Assessment;
Work Programme completers who remain unemployed;
ethnic minority groups;
Gypsy/travelling community;
partner of current or ex-Armed Forces personnel;
person requiring support with language, literacy or numeracy, including those for
whom English is an additional language;
lone parent;
person with lower than SCQF Level 5 qualification;
a young person who was receiving additional support for learning in school4;
refugee or other granted leave to stay in the UK;
homeless person (including temporary or unstable accommodation);
person affected by substance misuse.

The Modern Apprenticeship element of the programme is no longer accessible to all
young people aged 16-24, without a requirement to fall within the above criteria. The
MA element of the programme will now be extended to young people aged 16-29 fitting
one or more of the above eligibility criteria, to ensure a sharper focus on those with
the greatest barriers to employment.
Eligibility list for employers:
A private business or third sector organisation of any size can recruit a young person aged
16-29, fitting one or more of the eligible groups (see Annex A) providing the can
demonstrate capacity to offer sustained employment.. This can include recruitment into a MA
(in line with existing MA programme rules)

The Equality Act 2010 defines a disabled person as a person with a disability. A person has a disability for the purposes of
the Act if he or she has a physical or mental impairment and the impairment has a substantial and long-term adverse effect on
his or her ability to carry out normal day-to-day activities (S6(1)). A young person with ASN can also be included where a
careers adviser or related professional believes this is a significant and on-going barrier to employment. Such a person shall be
referred to as a ‘disabled person’).
3 has a significant role in looking after someone else who is experiencing illness or disability. Or a young parent. Such a person shall be referred to as a
‘carer’
4 due to one or more of the following factors which presented a barrier to their learning; environment; family circumstances; disability or health need; social
or emotional factors; and which may also present barriers to entering the workplace
2
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ANNEX B
Roles and responsibilities, including compliance:
SG
 To provide funding to Local Authorities, through SDS, to deliver Scotland’s Employer
Recruitment Incentive;
 To commission SDS to administer the Incentive on behalf of SG;
 To set the eligibility criteria for participants, in partnership with LAs;
 To set the eligibility criteria for employers, in partnership with LAs;
 To set the unit cost for each participant, in partnership with LAs;
 To set out the aims of the programme;
 Ensure any changes to the eligibility criteria for the programme are agreed with CoSLA
and SLAED and disseminated to LAs;
 To answer parliamentary questions and Ministerial correspondence relating to the
policy of the programme;
 To meet with SDS, as per current sponsorship arrangements, to discuss and oversee
the programme;
 To keep Ministers updated on the progress of the programme;
 To promote the programme in partnership with LAs and SDS.
SDS
 To have effective risk management and a good internal control framework;
 Inform LAs of the allocation of their individual places, using the EF methodology on the
allocation of the places with agreement of CoSLA & SLAED, initially by email and
within their offer of grant;
 Prepare and issue grant offer letters;
 Through the EF Advisory Group redistribute any unallocated places using the EF
methodology;
 Monitor and report on progress, including the allocation of priorities – expectation that
25% of places will support young people who are care experienced (care leaver or
carer), an ex-offender or disabled. This is based on the current minimum expectation
for these groups;
 Working with LAs, CoSLA, SG and other partners on ongoing promotional strategy;
 Ensure supporting paperwork and associated monitoring documentation is updated
when required and is accessible to LAs via SDS website OurSkillsforce:http://www.ourskillsforce.co.uk/funding-for-skills/employer-recruitment-incentive/

 Manage, monitor and control of the programme budget, through regular engagement
with LA’s. Keep accurate records which can be used by Internal Audit/Audit Scotland
and to ensure correct evaluation and compliance of the programme;
 Maintain a robust payment system to ensure accurate record keeping and make
payment to LAs within 10 days of receipt of claims;
 Support and maintain relationships with stakeholders, provide advice and support;
 Contribute and liaise with SG, LAS, CoSLA and other partners on the communication
strategy for SERI:
 Respond to PQs and correspondence (including FOIs) in relation to the management
of the programme – making sure that SG are included in the clearing process of the
responses as per the SG/SDS FOI protocol arrangements;
 Provide contributions to the SG for Ministerial correspondence;
 Provide monthly performance updates to SG policy leads/SG sponsorship team on the
programme (budget, numbers of participants, risks and issues);
 Provide updates for discussion at the SG/SDS joint meetings;
10
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 Provide for performance updates on the programme (budget, numbers of participants,
risks and issues) for discussion at the Advisory Group and to help inform reallocation
discussion;
 To promote the programme in partnership with LAs.
LAs
 To have effective risk management and a good internal control framework;
 To determine timeously whether or not they can accept their allocation of places and to
inform the EF Advisory Group of places to be released for re-allocation to other LAs;.
 LAs in receipt of YEI to demonstrate additionality and ensure ESF/ERDF administrators
are informed of your intention to use SERI as match;
 To determine the eligibility of the participant which will be signed off through a selfdeclaration method;
 To determine the eligibility of the employer a self-declaration method a self-declaration
method;
 To determine if the job will be sustainable after the period covered by the Incentive;
 Complete the national standard application form (which forms the contract) and
process, this will include:
o Ensuring that the participant is employed for a minimum of 16 hours per week and
will be in line with the young person’s working time regulations; supported for up to
52 weeks. [There is flexibility within the programme for those who have additional
support needs to allow hours to be accumulated over a monthly period – this will be
under LA discretion].
o providing information necessary for the evaluation and monitoring purposes, for
example the national insurance number and individuals characteristics.
 Input application form into CTS system and once accepted on to the system process
payment in accordance with the payment schedule at Q10;
 To make payments to the employers for each payment period as appropriate;
 Check that the participant is still in employment after 4 weeks, 13 weeks and 52 weeks;
 Follow good practice in relation to after care to ensure that the employment is
sustained e.g. there is an expectation that in doing so LAs will be aware of issues and
early leavers timeously;
 To provide SDS with a monthly forecast report on the number of participants on the
programme and the forecast for the following month;
 Check whether or not the participant is being paid the current living wage and signpost
employers here to ensure they are aware of the current rates and that it is reviewed
each year and announced in November. Evidence required;
 LA to pay the employer the living wage supplement at the end of the programme;
 For an employer to receive the final payment and where appropriate living wage
supplement, LA to ensure that both the employer and employee complete the sign off
declaration which should include information necessary for the evaluation purposes, for
example an indication of what the incentive was used for;
 To promote the programme in partnership with SG and SDS.
Support Activity delivered by LAs
 Work with employers to source job opportunities - this will include ensuring the job
opportunities in question are additional to their existing workforce and that the jobs
created are of sufficient quality and suitability for the young person, and will be
sustainable;
 Sift applicants and refer most suitable candidates to the employer for interview;
 Work with the employer to ensure each young person has a job description which
outlines the structure and scope of the job;
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 Ensure the young person has a contract of employment which notifies them in writing
of their terms and conditions of employment with their employer upon starting the
programme;
 Ensure the young person has a line manager appointed to them by the employing
organisation;
 Act as a mentor for the young person throughout the period of opportunity;
 Ensure referral to Open Doors Consortium is made timeously for those who would
benefit from the additional In-work support package delivered by the Consortium;
 Provide onward and transitional support should the job opportunity not be sustained.
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