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Mayor’s ESF 2019-23 Programme  
Referral Form

The Employ Me London project is for young Londoners aged 16-24 who are Not in Employment, Education or Training (NEET) and have a learning difficulty and/or a learning disability. Employ Me London will deliver tailored support to young people who have learning difficulties and/or disabilities to access sustained employment or further education.
This form should be used to check if the participant you wish to refer to Employ Me London meets the programme’s eligibility criteria.
Completed forms should be emailed to employmelondon@mencap.org.uk 

	Section 1 – Referrer Information

	Referral Source

	School/College
	
	Youth/Community Organisation
	
	Local Authority (Youth Services)
	

	Local Authority (Social Services)
	
	Local Authority (Other)
	
	Self-Referral
	

	JobCentre Plus
	
	Other (Please Detail)
	

	Referral Contact

	Referral organisation name
	

	Name of referrer
	

	Telephone number of referrer
	

	Mobile number of referrer
	

	Email address of referrer
	

	Address of referrer
	


	Supporting Information

	Please use this section to add any additional information to support this referral:




	Section 2 – Age Eligibility

	The participant being referred must meet the age criteria below.

	The participant being referred must be aged 16-24 years old when they start the Employ Me London programme

	Preferred evidence – one of the following as proof of the Participant’s Date of Birth (confirming the Participant’s age on the day they start on the Project)

	· Birth certificate

· Full or provisional driving licence (must be photo card)

· Full passport

· National Identity Card (EU)

· Northern Ireland voters card

· Employment contract or 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 or other written confirmation from educational institution (if applicable)

· Firearms certificate / Shotgun licence


	Section 3 – Employ Me London Programme Eligibility

	3a. The participant being referred must meet the criteria below.

	The participant being referred must be NEET

	Preferred evidence – one of the following as proof of labour market status/economic status (and length of unemployment where relevant)

	· Referral from school

· Evidence from local authority client caseload databases developed for young people (‘screenshots’ – timed and dated as evidence).

· If the referral is not coming via a local authority, public body, or public employment service, then the minimum acceptable evidence will be a signed self-declaration by the Participant (in-line with the 4-step methodology – Form 01.1).

	3b. The participant being referred must meet the criteria below.

	The participant being referred must have a learning difficulty and/or a learning disability

	Preferred evidence – one of the following

	· A letter or copy of an official documentation from Social Services confirming the Participant’s status as a recipient of a statement of SEND, including reference to any disability or acquired disability with low incidence needs (as appropriate); or

· A letter or copy of other appropriate document from an approved medical practitioner or other suitably qualified individual confirming any disability or acquired disability with low incidence needs (as appropriate)


	3c. The participant being referred must meet the criteria below.

	The participant must reside in one of London’s 32 Boroughs or the City of London

	Preferred evidence – one of the following

	Proof of address showing that the Participant resides in one of London’s 32 Boroughs or the City of London

· Letter or written confirmation from home owner (family/lodging)

· Provisional or full driving licence (EU) (but must be the photo card)

· Recent statement from bank, building society, credit card company, credit union

· Evidence of registration on electoral roll

· Benefits or State Pension notification letter

· Recent utility bill or council tax demand or correspondence

· Tenancy agreement/documents

· Mortgage statement/correspondence

· HMRC correspondence

· Rent card/statement


	Section 4 – Residency Eligibility

	The participant being referred must meet the residency criteria below.

	Legal right to live in the UK and to take paid employment in the UK during the period of ESF support (until June 2023)

	Preferred evidence – one of the following

	For UK nationals

· Full British passport

· Birth / adoption certificate (UK nationals)

EEA nationals resident in the UK before 1 Jan 2021 receiving support up until 1 July 2021

· Full EEA passport or national identity card and EUSS Settled or pre-settled status decision letter / other official proof.

· full EEA passport or national identity card and evidence of being and proof of address soon before 31 December 2020 (as described below).

· Any of the documents listed for Non-EEA nationals

EEA nationals resident in the UK before 1 Jan 2021 and receiving support on or after 1 July 2021.

· Full EEA passport or national identity card and EUSS Settled or pre-settled status decision letter / other official proof.

· Any of the documents listed for Non-EEA nationals

EEA nationals arriving in the UK from 1 Jan 2021

· Any of the documents listed for Non-EEA nationals

Non-EEA nationals 

· 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) 

· Appropriate 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). 

Swiss nationals 

· For the status of Swiss nationals, and therefore the evidence required prove eligibility to ESF programmes, please see https://www.gov.uk/eu-ee 


	Section 5 – Privacy Notice

	We will need to contact you in the future to discuss your application and your experience with the project on the basis of Legitimate Interest. Your information will be kept securely until 2034, and will be shared with the Greater London Authority, European Social Fund, Department of Works & Pensions to fulfil audit and regulatory requirements. The information you provide will not be used or shared for commercial or marketing purposes. Research organisations may contact you in the future to discuss your involvement in the project but you may refuse to participate to this. 
You have the right to access the information we hold about you, and the right to request that the use of the information be limited. If you have questions or complaints about the use of your information, you can contact CPO@mencap.org.uk . You also have the right to contact the Information Commissioner’s Office. 


	Section 6 – Contact information for the participant being referred

	If you are satisfied the participant being referred meets the criteria above, please complete this section. Evidence of eligibility is not required to be submitted at this stage. If preferred evidence is not available, please contact employmelondon@mencap.org.uk 

	Name of participant being referred
	

	Borough participant lives in
	

	Contact Telephone
	

	Contact Email
	

	Date of referral
	


Please send this referral form to employmelondon@mencap.org.uk 
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