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If you contact us, use this reference:	
<CLAIMANT'S NINO>
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<Jobcentre name>
<Insert Jobcentre Address>

<Insert Claimant's Name>

<Insert Claimant's Address>

     

     

     

     



     
     
     
     
www.direct.gov.uk


Telephone: 0845 604 3719
Textphone: 0845 608 8551



Date              
 

Dear <Claimant's Name>

I have arranged for you to attend the following training with <provider's name> 

Name of training course      

You should report to:
     
     
     
     
     

Provider’s telephone number      
On       at      

Your training is expected to last until <date> and you must participate until you are notified you no longer need to attend or your claim to Jobseeker’s Allowance ends, whichever is earlier.

Whilst you are on the Work Programme and undertaking the above training, you will remain on Jobseeker’s Allowance and you will receive payment of your benefit in the normal way.  

This letter is issued to you under the Jobseeker’s Allowance (Employment, Skills and Enterprise Scheme) Regulations 2011 and informs you that, in addition to the training outlined above, you are required to undertake the activities detailed overleaf.




 

Date of Appointment at Jobcentre Plus

     

     

     

     

     

Time of Appointment at Jobcentre Plus

     

     

     

     

     


Activities to be completed whist taking part in training

     



To remain eligible for Jobseeker’s Allowance, you are required to confirm to Jobcentre Plus that you have carried out the requirements set out above.   If you do not comply with these requirements without good cause, your Jobseeker’s Allowance could be stopped for up to 26 weeks. 

You must also let Jobcentre Plus know if something changes. This could, for example, be if: 
	you, or your partner do any paid, unpaid or voluntary work 

you change the hours for which you attend training 
you start living with someone, get married, divorced or separated, or 
your children leave school 
	

You must tell Jobcentre Plus straight away if your training ends earlier than it should have, or if you leave the training for any reason. 

You must also tell Jobcentre Plus of any planned or unplanned absences, including if you are unable to attend because you are sick. 

If you’re not sure whether to tell Jobcentre Plus about a change, do it anyway. If you don’t report a change when you should and, as a result, you receive money which you were not entitled to, you will have to pay back any overpaid money.

Yours sincerely



<Insert Your Name>
<Job role>
Contact telephone number      





