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Participant name: ANGELA SMITH 

 

National Insurance 
number: 

XXXXXXXXXX 

 

 

Please print single sided. 

 

 

 

Participant file 
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Annex H 

Participant entry form 

For participants and project staff to 
complete 

 

This form must be completed before any activities are undertaken as part of the project.  

These details will be stored securely and retained at least until 31 December 2026, in 
compliance with the Data Protection Act 1998. This information will be used to evaluate this 
project and to report to the Big Lottery Fund and European Social Fund for monitoring purposes. 

You may be contacted to discuss your involvement in the project. 

For the purposes of the Data Protection Act 1998, the Department for Work and Pensions is the 
data controller in respect of information processed which relates to your participation in the 
project funded by the European Social Fund, whilst the Big Lottery Fund is the data processor. 

Part one: Summary 

This is completed by project staff once the participant’s eligibility has been confirmed. 

Organisation: A Fine Example 

 

Participant name: Angela Zoe Smith 

 

National Insurance number: XXXXXXXXXX 

 

Customer reference number: Your system reference number here 

  

Start date with project: 
This is the date of their first activity on the project 

13/8/16 

Referral information: 

If the participant has been referred to the project by a third party, such as Jobcentre Plus, the 
Careers Service or another provider in the area, provide details here. 

Referred by Jobcentre Plus - copy of referral letter provided to project officer.  

Project background: 

If you’re aware that the participant has taken part in another Building Better Opportunities 
project funded by us in your area, provide details here. 

No known other BBO project involvement. 

 

Part two: Your details 
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Title:   Mr      Mrs      Ms      Miss 

Forename(s): ANGELA  

 

Surname: SMITH 

Gender:   Male      Female      Prefer not to say 

Date of birth: 10 / 7 / 1989 
 

 Address: 14  

  Any Street  

  Small Town  

    

  LEP county  

 

Postcode: AB1 2CD 
 

Phone number: 01234 5678901 
 

Mobile number: 078 12345678 
 

Email address: a.smith@serviceprovider.com 

Part three: Your ethnicity 

Tick one category that you feel best describes your ethnic origin: 

Asian/Asian British: 

 Indian 

 Pakistani 

 Bangladeshi 

 Chinese 

 Other background 

Black/Black British: 

 Caribbean 

 African 

 Other background 

Dual heritage: 

 White and Black Caribbean 

 White and Black African 

 White Asian 

 Other background 

Other ethnic group: 

 Arab 

 Other background 

 

White: 

 British 

 English 

 Northern Irish 

 Scottish 

 Welsh 

 Irish 

 Gypsy, Irish Traveller or    
Roma 

 Other background 

In addition to this, do you identify yourself as being Cornish?  Yes  No 

If you would prefer not to give your ethnicity, please tick here:  
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Part four: Your eligibility 

We need to check that you have the right to live and work in the UK. Although not necessary for 
registration, we are required to record your National Insurance number to uniquely identify you 
and will need you to provide this as soon as possible. This means for registration we need you to 
provide one item of evidence from the list below. We must see an original and we will make a 
photocopy for our own records. 

Tick one box to confirm the item of evidence you’re providing: 

 
A passport showing the holder, or a person named in the passport as the child of the 
holder, is a British citizen or a citizen of the UK and Colonies having the right of abode 
in the UK. 

 
A passport or national identity card showing the holder, or a person named in the 
passport as the child of the holder, is a national of a European Economic Area country 
or Switzerland. 

 
A Registration Certificate or Document Certifying Permanent Residence issued by the 
Home Office to a national of a European Economic Area country or Switzerland. 

 
A Permanent Residence Card issued by the Home Office to the family member of a 
national of a European Economic Area country or Switzerland. 

 
A current Biometric Immigration Document (Biometric Residence Permit) issued by the 
Home Office to the holder indicating that the person named is allowed to stay 
indefinitely in the UK, or has no time limit on their stay in the UK. 

 
A current passport endorsed to show that the holder is exempt from immigration 
control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or 
has no time limit on their stay in the UK. 

 

A current Immigration Status Document issued by the Home Office to the holder with 
an endorsement indicating that the named person is allowed to stay indefinitely in the 
UK or has no time limit on their stay in the UK, together with an official document 
giving the person’s permanent National Insurance number and their name issued by a 
Government agency or a previous employer. 

 
A full birth or adoption certificate issued in the UK which includes the name(s) of at 
least one of the holder’s parents or adoptive parents, together with an official 
document giving the person’s permanent National Insurance number.  

 
A birth or adoption certificate issued in the Channel islands, the isle of Man or Ireland, 
together with an official document giving the person’s permanent national Insurance 
number and their name issued by a Government agency or a previous employer. 

 
A certificate of registration  or naturalisation as a British citizen, together with an 
official document giving the person’s permanent national Insurance number and their 
name issued by a Government agency or a previous employer. 

 

By ‘European Economic Area’, we mean all EU states plus Iceland, Liechtenstein, Norway and 
Switzerland. 
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Part five: Your employment status 

We need to check if you are: 

 not working and unemployed, which means you are currently looking for work and may be 
receiving unemployment benefits of some kind or 

 not working and economically inactive, which means you are not currently looking for work 
for some reason. 

We need you to provide one item of evidence from the list below. We must see an original and 
we will make a photocopy for our own records. 

Tick one box below to confirm the item of evidence you’re providing: 

 
If you’re registered unemployed, a letter or document from the Department for Work 
and Pensions confirming this. 

 
If you’re unemployed but not registered unemployed, a letter or document from a 
government agency, such as the Careers Service, confirming this. 

 
If you’re economically inactive, a letter or document to support this, such as a doctors 
letter, entitlement to state retirement pension letter or correspondence from an 
educational establishment. 

 

Are you unemployed or inactive? Tick one category: 

 Unemployed or 

 Economically inactive. 

In months, how long have you been out of work? 28 

Are you currently in education or training?   Yes   No 

If yes, tell us more about it. Include details of the course, institution or provider. 

 

Are you currently claiming any benefits?   Yes   No 

If yes, which ones? 

 IB/ESA or other sickness related benefit  Disability Living Allowance 

 Jobseeker’s Allowance  Income Support 

 Other – please state:  

Are you in paid work of any kind?     Yes   No 

If yes, then you are ineligible for support through this project. 
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Part six: Your education 

Tick one option below for the highest level of education or qualification you currently hold: 

 None.  Upper secondary education,  
NVQ Level 1-3, GCSE/CSE/GNVQ. 

 Primary education or equivalent.  Post-secondary education, higher 
Education, AS/A2/A levels. 

 Lower secondary education or equivalent.  Tertiary education, NVQ level 4-5, degree 
or post-graduate diploma. 

Have you had education up to least NVQ level 1 or NVQ level 2 in English? This includes 
GCSE/CSE or other similar qualifications, including English for Speakers of Other Languages 
(ESOL). 

 Yes 

 No 

Have you had education up to at least NVQ level 1 or NVQ level 2 in maths? This includes 
GCSE/CSE or other similar qualifications, including ESOL. 

 Yes 

 No 

Part seven: Household situation 

Are you currently homeless or affected 
housing exclusion? 

  Yes     No    Prefer not to say 

Do you currently live in a jobless household?  Yes  No    Prefer not to say 

Do you currently live in a single adult household?  Yes  No    Prefer not to say 

Do you have dependent children?  Yes  No    Prefer not to say 

Part eight: Other information 

Are you an offender or ex-offender?  Yes  No    Prefer not to say 

Do you consider yourself to have a limiting long-
term health condition or disability? 
This is a physical or mental impairment that has a 
substantial and long-term negative effect on your ability 
to do normal daily activities. 

 Yes  No    Prefer not to say 

 

Do you consider yourself to have a work limiting health 
condition? 
This is a health condition that has an impact on your 
ability to work or remain in work and may only be short-
term. 

 Yes  No    Prefer not to say 
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What is your sexual 
orientation? 

 Heterosexual  Bisexual  Gay/Lesbian  Prefer not to say 

Part nine: Participant declaration 

Tick each box to confirm: 

 
I know that the support I will be offered is funded by the European Social Fund and the 
Big Lottery Fund. 

 The information provided in the form is, to the best of my knowledge, accurate. 

 I am not in paid work of any kind, including any zero hours contract. 

 
If I have ticked a ‘Prefer not to say’ option anywhere on this form, I confirm that I am 
refusing consent for this information to be collected for the purposes of equality 
monitoring. 

 
I give permission for my personal details to be shared and stored in a secure manner 
with the Big Lottery Fund and other authorised bodies. 

 
I understand that this information will be retained until at least 31 December 2026 for 
evaluation purposes. After that time, it will be destroyed in a secure manner. 

 I may be contacted at any time to discuss my involvement in the project. 

 
I give permission for my details to be shared with other partners involved in the delivery 
of this project. 

Name: Angela Smith Signature:   A. Smith 
 

Date: 6/6/16 

Part ten: Project officer declaration 

Tick each box to confirm: 

 
The participant has been told that the support they’ll be offered is funded by the 
European Social Fund and the Big Lottery Fund. 

 The information provided in the form is, to the best of my knowledge, accurate. 

 
I have checked that the participant has the right to work in the UK and have signed a 
photocopy of an original document that I have had sight of. 

 
I have checked that the participant is unemployed or economically inactive and have 
signed a photocopy of an original document that I have had sight of or, where this isn’t 
possible, I am confident that the participant has an eligible employment status. 

 
I understand that this form and the items of evidence provided must be retained until at 
least 31 December 2026. 

 
I understand that the Big Lottery Fund, or other authorised bodies, may request to see 
this information at any time and that it can only be shared in a secure manner and 
never emailed. 

 Name: Fred Bloggs Signature:   Fred Bloggs 
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Job title: Project officer 

Date: 6/6/16 
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SELF-DECLARATION FORM – UNEMPLOYED (UNREGISTERED)  
The Building Better Opportunities programme programme is fully funded by the European Social Fund and Big 

Lottery Fund. To meet funder requirements, partner organisations are required to verify the economic status of all 

project participants on programme by reviewing and safely storing copies of all relevant verification documents. 

If you’re unable to provide formal documentation that confirms you’re unemployed* status such as Job Seekers 

Allowance, Universal Credit or other relevant documents, please complete this form and sign below. 

MR / MISS / MS / MRS (Please circle): 

FIRST NAME:   Angela 

SURNAME:       Smith 

ADDRESS:        14 Any Street, Any Town, LEP area county 

POSTCODE:     AB1 2CD 

I, A. Smith, declare that I am currently looking for work or to become self-employed, but I’m not 

officially registered as unemployed with the Job Centre or any other state agency because: 
(please circle) 

 My parent(s)/carer(s) support me economically 
 

 My partner/husband/wife supports me economically 
 

 My current personal economic status means that I do not qualify for state financial support at 
present 
 
 

 OTHER (please state)  
 
 

 

      SIGNED:    A. Smith                 DATED: 6/6/16                                        
 
PLEASE NOTE: Project workers must see an original copy of any document and retain a 
photocopy. This must be signed and dated by an appropriate member of the project staff, 
such as the legally responsible contact, as a true copy of the original and kept securely in the 
individual’s participant file. 
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Section B – Progress 
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Annex I 

Participant progress form 

For participants and project staff to 
complete 

 

We need to keep a record of: 

 when and for what purpose you are accessing the project and 

 how the activities you are engaged in are helping to address your development needs. 

We’ll also need to retain things like attendance sheets, course notes, submitted work and other 
relevant information to show that you are progressing through the project and that this is in line 
with your personal action and development plan. 

Both you and a member of the project staff will need to sign parts of this form. 

Complete further copies of this form as appropriate. 

 

Organisation: A Fine Example 

 

Participant name: Angela Zoe Smith 

 

National Insurance number: XXXXXXXXXX 

 

Customer Reference number: Your system reference number here 

 

Start date with project: 13/8/16 

 

Date progress form was first completed: 13/8/16 
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Part one: Your attendance 

 

Activity 
undertaken 

Date Time spent on 
activity 

Participant 
signature 

Project officer 
signature 

First engagement 
- development 
plan discussed 
and agreed 

13/8/16 1 hour A. Smith 
 

Fred 
Bloggs 
 

Took part in 
voluntary work to 
improve attitude 
and team work 
skills at Dorset 
Reclaim 

15/8/16 6 hours A. Smith 
 

Fred 
Bloggs 
 

Confidence 
building session 
– part 1 given by 
A Fine Example 

17/8/16 8 hours A. Smith 
 

Fred 
Bloggs 
 

First week 
update of 
progress. Identify 
and apply for 
training courses 

20/8/16 2 hour A. Smith 
 

Fred 
Bloggs 
 

Regular 
fortnightly 
progress update  

2/9/16 1 hours A. Smith 
 

Fred 
Bloggs 
 

Fork lift training - 
novice course 

5/9/16 7.5 hours 
 

A. Smith 
 

Fred 
Bloggs 
 

Fork lift training - 
novice course 

6/9/16 7.5 hours A. Smith 
 

Fred 
Bloggs 
 

Fork lift training - 
novice course 

 

7/9/16 7.5 hours A. Smith 
 

Fred 
Bloggs 
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Activity 
undertaken 

Date Time spent on 
activity 

Participant 
signature 

Project officer 
signature 

Internal 
confidence 
building session 
– part 2 with 
participants peer 
support 

12/9/16 8 hours A. Smith Fred 
Bloggs 

Adult literacy 
course 

 

13/9/16 4 hours A. Smith Fred 
Bloggs 

Counselling Skills 
course at college 

 

13/9/16 4 hours A. Smith Fred 
Bloggs 

Voluntary work at 
Dorset Reclaim 

 

15/9/16 6 hours A. Smith Fred 
Bloggs 

Regular 
fortnightly 
progress update 

 

16/9/16 1 hour A. Smith Fred 
Bloggs 

Voluntary work at 
Dorset Reclaim 

19/9/16 6 hours A. Smith Fred 
Bloggs 

Adult literacy 
course 

 

20/9/16 4 hours A. Smith Fred 
Bloggs 

Counselling Skills 
course at college 

 

20/8/16 4 hours A. Smith Fred 
Bloggs 

Voluntary work at 
Dorset Reclaim 

21/9/16 6 hours A. Smith Fred 
Bloggs 

Voluntary work at 
Dorset Reclaim 

22/9/16 6 hours A. Smith Fred 
Bloggs 
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Part two: Your development 

 

Objective or Action Any updates? By who? By when? Review date Completed? Participant 
signature 

Project 
officer 

signature 

Improve confidence 
through peer support via 
internal training session 

Session took place 
on 17/8/16 and 
12/9/16 

Angela Smith Prior to or 
at start of 
training 
courses 

End of each 
session and 
after first date 
of training 
course 

Yes – 
participant 
realised she 
was not alone 
as others were 
as worried as 
she was but 
gained 
confidence 
through 
discussions 
and examples. 

A. Smith 
 

Fred 
Bloggs 
 

Improve basic literacy for 
future training and 
employment interviews 

Enrolled on course 
13/9/16  

Angela Smith End 2016 Fortnightly as 
part of 
regular 
progress 
update 

Yes – gained 
certificate on 
15th December 
2016 

A. Smith 
 

Fred 
Bloggs 
 

Get qualifications to 
improve employment 
prospects and identify 
any aptitude in fields that 
interest participant 

Enrolled on Fork Lift 
training 5/9/16 

Angela Smith End 
September 
2016 

Fortnightly as 
part of 
regular 
progress 
update 

Yes – gained 
certificate on 
8/9/16 

A. Smith Fred 
Bloggs 

Find alternative to 
violence to resolve issues 
and link more positively 
with local community and 
potential workmates. 

Enrolled on 
Counselling Skills 
course on 13/9/16 

Angela Smith End 2016 Fortnightly as 
part of 
regular 
progress 
update 

Yes – gained 
certificate on 
2016.Complet
ed 30 hours of 
voluntary work 

A. Smith Fred 
Bloggs 
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27 September 
2016 

Prepare CV and mail 
shoot local firms for 
employment opportunities 

 

 

CV prepared by Nov 
2016; prospective 
local companies 
identified. Mail shoot 
started in Dec 16. 

Angela Smith 
with support 
from F. 
Bloggs 

Mid 2017 Fortnightly as 
part of 
regular 
progress 
update 

CV sent out in 
mail shoot. Job 
interview in 
Dec 16 led to 
employment in 
Jan 17. 

A. Smith Fred 
Bloggs 

Complete project exit 
form and update project 
officer on progress once 
a month for next two 
month for work support to 
ensure job retention. 

 

Job started in Jan 
2017. Updates 
provided in Feb and 
March 2017 

Angela Smith 
and Fred 
Bloggs 

End March 
2017 

Once a 
month, or 
more often if 
issues arise. 

Yes – 
participant is 
well regard by 
her employer 
and she was 
given a 
permanent 
contract. 

A. Smith Fred 
Bloggs 
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Objective or Action Any updates? By who? By when? Review date Completed? Participant 
signature 

Project 
officer 

signature 
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Section C – Expenses, incentives and allowances 
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Annex N 

Participant expenses, allowances and 
incentives form 

For participants and project staff to 
complete  

This form must be completed whenever a participant is reimbursed for their expenses, or where 
they are given an allowance or incentive of some kind. 

Part one: Summary 

Organisation: A Fine Example 

 

Participant name: Angela Zoe Smith 

 

National Insurance number: XXXXXXXXXX 

 

Customer reference number: Your system reference number here 

 

Part two: Expenses 

Describe the nature of the expense as fully as possible: 

 If the expense relates to travel, provide full details of the journey, along with your ticket or 
receipt. For example, “Bus journey from home to a Health and Safety Course at 12 Charlton 
Place, Any town, AB1 2CD, actual date”. 

 If the expense relates to something else, make sure it’s an eligible expense and explain why 
this expense was needed. 

Description Date Amount 

Travel from home to Fork Lift Recruitment and Training Ltd for first 7.5 hour 
day of fork lift novice driver training 

5/9/16 3.30 

Lunch for first 7.5 hour day of fork lift novice driver training at Fork Lift 
Recruitment and Training Ltd 

5/9/16 3.65 

   

   

   

   

   

 Total £3.95 

You must provide proof of the expense, such as a receipt of your journey. 
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Part three: Allowances and incentives 

Describe the nature of the allowance or incentive as fully as possible. You’ll need to set out: 
 a written explanation of the reasons for offering this allowance or incentive and how it 

represents good value for money 
 a record of the advice received from Jobcentre Plus, HM Revenue and Customs and other 

bodies concerning the status of any existing allowance or incentive 
 details of the participation that fulfils the eligibility terms of the allowance or incentive. 

 

What is the total amount of the allowance or incentive? This must be in 
pounds and full pence. 

£ 

Part four: Participant declaration 

Tick each box to confirm: 

 I do wish to claim expenses, allowances or incentives for my time on the project. 

 The information provided on this form is true and complete. 

 I will notify project staff if there are any changes. 

 
I understand that the Big Lottery Fund, or other authorised bodies, may request to see 
this information or evidence at any time. 

Name: Angela Smith Signature: 

                  A. Smith 
 

Date: 12/9/16 

Part five: Project officer declaration 

Tick each box to confirm: 

 The information on this form has been checked. 

 Original documentation has been collected and retained to prove the expenditure. 

 
I understand that this form and any items of evidence provided must be retained until 
at least 31 December 2026. 

 
I understand that the Big Lottery Fund, or other authorised bodies, may request to see 
this information or evidence at any time. 

Name: Fred Bloggs Signature: 

                    Fred Bloggs 
 

Job title: Project Officer 

Date: 12/9/16 

 



Annex K: Example of a participant file (GTDEF-v5.0-June2016) 
 

 

Section D – Exit and results 
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 PARTICIPANT POST-ACTIVITY FEEDBACK RECORD   

         

         

Project ID:   Black Country/1/1    

         

Participant ID:   XXXXXXXXXX    

         

Customer reference number: Your reference system number  

         

Activity and purpose:  Confidence raising session - part 1  

         

Venue:    Address     

         

Date:    17/08/2016     

         

Presenter/trainer:  Fred Bloggs of A Fine Example  

         

Participant feedback:       

         

 

 
 

        

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

Participant signature: 
A. Smith  

 Date: 17/08/2016 

         

Before this I was worried whether I could achieve anything because 
of my lack of education and past offending record. It was good to 
find that other participants shared the same worries and we talked 
about them with the presenter and he said that the past was just 
that and we could achieve things just by having a positive manner 
and changing small things, like improved dress and grooming and our 
attitude to others. Also that our keeness to change would help us in 
training, rather than the attitude we had at school. Two role models 
also spoke about what they had accomplished even though they 
faced the same barriers as us. I don't feel so anxious about starting 
my adult literacy course as I did before this session, so I found it 

really worthwhile. 
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Annex J 

Participant exit form 

For participants and project staff to 
complete 

 

This form must be completed at the point at which a participant is leaving the project.  

These details will be stored securely and retained until 31 December 2026, in compliance with the 
Data Protection Act 1998. This information will be used to evaluate this project and to report to 
the Big Lottery Fund and European Social Fund for monitoring purposes. You may be contacted to 

discuss your involvement in the project. 

For the purposes of the Data Protection Act 1998, the Department for Work and Pensions is the 
data controller in respect of information processed which relates to your participation in the 
project funded by the European Social Fund, whilst the Big Lottery Fund is the data processor. 

Part one: Summary 

This is completed by project staff once the participant’s eligibility has been confirmed. 

Organisation: A Fine Example 

 

Participant name: Angela Zoe Smith 

 

National Insurance number: XXXXXXXXXX 

 

Customer reference number: Your system reference number here 

 

Leaving date from the project: 
This is the date of their last activity on the project 

16th January 2017 

 

Part two: Participant achievements 

Tick all that are relevant. 

 You’ve moved into further education or training 

 You’ve moved into employment or self-employment 

 You’ve gained a qualification 

 You’ve moved into job-searching from economic inactivity 

 You’ve gained basic skills in English and/or numeracy 

 

Part three: Education or training 
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If you’ve moved into further education or training, we need you to provide a letter or document 
from the school, college, university or learning provider demonstrating that you have formally 
registered and started learning with them. We must see an original and we will make a photocopy 
for our own records. 

Tell us more about what you are doing here: 

 

 

 

 

 

 

Part four: Employment or self-employment 

If you’ve moved into employment, we need you to provide either: 

 a letter or document from the employer confirming that you have started a new job or 

 a payslip or 

 a signed contract of employment. 

If you’ve moved into self-employment, we need you to provide either: 

 a letter or document showing that your business activity is registered with HMRC for tax, VAT or 
National Insurance purposes or 

 a record showing that your business activity is active and operating, such as a bank statement 
or a lease/purchase agreement on equipment and premises or 

 if registered with Companies House, a record listing you as a company director. 

We must see an original and we will make a photocopy for our own records. 

Tell us more about what you are doing here: 

I have now been offered a 13 week position as an Environmental Technician with the Elixir 
Business Service Centre (Restart Trust). If the organisation considers me to be a good worker 
at the end of the 13 weeks it could make my contract full-time. 

The job involves processing PVCu, cleaning and removing contaminants so that the material 
can be recycled. 

I have provided my project officer with a letter from my employer confirming that I have the 
job. I will provide a copy of my first week’s pay slip when I receive it. 

 

 

 

 

 

 

 



Annex K: Example of a participant file (GTDEF-v5.0-June2016) 
 

 

Part five: Qualifications 

If you’ve gained a qualification, we need you to provide the certificate or confirmation from the 
awarding body. We must see the original and we will make a photocopy for our own records. 

Tell us more about what you’ve achieved here: 

Through this project I have gained: 

a) OCR level 2 certificate in Adult Literacy 
b) Counselling Skills Certificate level 2 
c) NOR Forklift Driving – 30 hours Novice training 

 

All these were referenced in my CV to show my ability and potential since I do not have any 
school educational level qualifications. 

 

 

 

Part six: Job-search 

If you’ve moved into job-searching, we need you to provide either: 

 a CV and a list of jobs applied for and when, or 

 a letter or document from the Department for Work and Pensions that confirms you are 
registered as unemployed, or 

 a letter or document from a government agency showing that you have newly registered with 
mainstream support and are actively engaging with them to apply for jobs, or 

 a bank statement showing benefit payments. 

We must see an original and we will make a photocopy for our own records. 

Tell us more about what you are doing here: 

 

 

 

 

 

 

 

Part seven: Employment status on leaving the project 

What is your current employment status? 

 Inactive (including not in education or training) 

 Unemployed (including long-term unemployed) 

 Employed (including self-employed) 
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Part eight: Participant declaration 

Tick each box to confirm: 

 
I acknowledge that the support I have received was funded by the European Social Fund 
and the Big Lottery Fund. 

 The information provided in the form is, to the best of my knowledge, accurate. 

 If I am newly engaged in job-searching, I confirm that this is true. 

 
I give permission for my personal details to be shared with the Big Lottery Fund and 
other authorised bodies, and that they can only be shared in a secure manner and never 
emailed. 

 
I understand that this information will be retained until at least 31 December 2026 for 
evaluation purposes. 

 I may be contacted at any time to discuss my involvement in the project. 

 

Name: Angela Smith 

 

Signature: 

                              A. Smith 
 

Date: 16th January 2017 

 

Part nine: Project officer declaration 

Tick each box to confirm: 

 
The participant has been told that the support they have received was funded by the 
European Social Fund and the Big Lottery Fund. 

 The information provided in the form is, to the best of my knowledge, accurate. 

 
I have checked original evidence to demonstrate that the results listed have been 
achieved. 

 
I understand that this form and the items of evidence provided must be retained until at 
least 31 December 2026. 

 
I understand that the Big Lottery Fund, or other authorised bodies, may request to see 
this information at any time, and that it can only be shared in a secure manner and 
never emailed. 

 Name: Fred Bloggs 

 

Signature: 

 

                Fred Bloggs 
 

Job title: Project Officer 

 

Organisation: A Fine Example 
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