

Employability Grants Devon Grant Recipient Guide

Paperwork
There are two participant forms that need to be completed throughout the duration of the project. These will be sent to you prior to delivery commencing.
Participant Form 1 helps us to identify the participants as an output (i.e. being signed up and participating). Section 1 collates the participant information, and Section 2 is the participant declaring their employment status at the start of the project. Once this form has been completed, dated and signed by the both the organisation and the participant, it needs to be submitted to Petroc. Please follow the guidance below for postal submissions.
Participant Form 2 is how we demonstrate the participants moving into an outcome following your support, we are looking for a change in status. These outcomes are: 
· In education or training 
· Newly engaged in job searching 
· In employment including self-employment 
· Newly engaged in life skills support/volunteering 
· Newly in receipt of job seeking benefits or preparing or planning for work benefits

Section 3 on the second form needs to be completed for every intervention or support provided to a participant. Section 4 is to be completed, dated and signed by both the organisation and the participant at the end of the intervention and posted to Petroc.
We require a wet signature on the paperwork if project delivery is face-to-face. If delivery is online then you can use an electronic time stamped signature using a programme like Adobe Sign. If you do not have access to a programme such as Adobe Sign, we are able to accept electronic copies with the participant verifying the form. This can be done via email, where it is clear that the participant has attached the form and confirmed that they have completed the form and has been sent from the email address on Form 1 (the sign-up form). You would then need to print the email and form, wet sign the form yourself and submit the email from the participant with the form. If you have any queries regarding this, we can arrange a phone call to discuss in more detail.
All paperwork needs to be sent to the following address:
*Insert organisation address*
All post must be double enveloped with the INTERNAL envelope ONLY marked ‘PROTECT - PRIVATE’. The name and address should also be on the internal envelope. No protective labelling to appear on the external envelope. 
Any envelopes that contain participant paperwork must be sent by special delivery or a trusted and approved courier must be used so that the parcel can be tracked on line from sending to receipt with electronic proof of delivery. Recorded or Registered post is not sufficiently secure and does not provide the appropriate levels of tracking. Please email *insert email address* when you are posting paperwork.
Finance
Each Grant Recipient will be issued with an Expenditure Details spreadsheet which will need to be completed with up-to-date information regarding project spend. The Expenditure Spreadsheet should be submitted monthly to Petroc. At the end of the project, the final Expenditure Details spreadsheet needs to be submitted to Petroc, along with a breakdown of costs per budget line. Petroc will request a sample of evidence against this spend, for example payroll evidence or invoices, and defrayal.

[image: ]
Please note – if using Petty Cash, no more than £50 may be spent on one transaction. 
Publicity
If producing marketing content for your project, please review the following guidance:
Below is an example template for communication, this is to make clear that the funding is being credited:
The ‘Innovation for Youth and Community’ Employability Grants Devon scheme is led by Petroc, working with [Organisation’s name] as a Grant Recipient. It is funded by the UK Government through the UK Community Renewal Fund, which is managed within Devon by Devon County Council.
Where practical please also include the following text:
‘The UK Community Renewal Fund is a UK Government programme for 2021/22. This aims to support people and communities most in need across the UK, to pilot programmes and new approaches to build community resilience and prepare for the UK Shared Prosperity Fund. It invests in skills, community and place, local business, and supporting people into employment.  For more information, visit https://www.gov.uk/government/publications/uk-community-renewal-fund- prospectus’
Below are the project logos, depending on if you are overlaying them onto the image, you can also add your logo but it would need to be the same size as the other logos. 



Submission upon completion of Project
Once all project activity has been completed, there are a number of documents that need to be submitted to Petroc:
· all Participant Paperwork needs to be submitted to Petroc via post, so that Petroc hold all of the original paperwork
· a final Expenditure Details spreadsheet with all project spend 
· At least one Case Study 
· Final Report – a template for this will be issued to you prior to the project completing
· Where relevant, a copy of: 
· Innovation Plan
· Feasibility Study
· Decarbonisation Plan
· Collaborative agreement with other organisation(s) to share knowledge and best practice 
(if any of these value-added items were specified within your Application form) – the above will be discussed in more depth with you prior to the project completing.
Evaluation
As part of the overall ‘Innovation for Youth and Community’ project, an external evaluator is evaluating the Employability Grants Devon scheme. They may contact some Grant Recipients at the end of project delivery and conduct an evaluation session to form part of their wider report. They will likely want to speak to the Project Manager/Lead and may also request to speak to some participants if this is appropriate. Petroc asks that all Grant Recipients co-operate and engage with the evaluating team to share their experience and learnings.
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Organisation Name

Project start Date

Project End Date

“Total Grant Fund

Summary by Budget Line

Budget Line Budget Profile| Invoice Value (Ex VAT)[Irrecoverable VAT| Total
Staff Costs £ 320000 ¢ - e - e -
Staff Expenses € - e - e - e -
Marketing £ 200000 ¢ - e - e -
Minor Equipment up to £1000 £ 350000 ¢ - e - e -
Participant Expenses € 150.00 | £ € - e -
Consumables £ 1050000 | £ - e - e -
Volunteer Expenses € 150.00 | £ - e - e -
Venue Hire € 500.00 | £ - e - e -
Indirect Costs € - e - e - e -
Other € - e - e - e -
Total Claimed £ 2000000 ¢ - | - e -
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