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If you contact us, use this reference:	
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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>

Whilst you’re on training with <Providers name> Jobcentre Plus will pay you an allowance that’s the same amount as the weekly benefit you were getting immediately before starting the training. If you’re part of a joint claim but not the nominated payee, the normal weekly benefit will be paid to your partner. 

You must let Jobcentre Plus know if something changes. This could 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, 
	

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, you could risk action being taken against you, and having your benefit reduced or stopped in the future. You will then have to pay back any overpaid money.

Training allowances are not taxable. You will get tax form P45U when you start on the training. Keep this safe and give it to your next employer when you start work. If you don’t start work straight away, you must take your P45U form with you when you go to the Jobcentre when the training ends. 

Your training is expected to last until <date>. You must tell Jobcentre Plus straight away if your training ends earlier than this, or if you leave the training for any reason. If you don’t it may affect your benefit. 

Your allowance will stop if you’re sick, or absent for any other reason without our permission, for more than 10 working days.



When your training ends 
If you got income-based Jobseeker’s Allowance before your training, you must contact Jobcentre Plus immediately if you’re still unemployed when this training ends. We will arrange an appointment for you at the Jobcentre. If you don’t attend this interview, your benefit may be affected.
 
If you got contribution-based Jobseeker’s Allowance before your training, you’ll need to make a new claim starting on the day after your training ends.

Yours sincerely



<Insert Your Name>
<Job role>
Contact telephone number <telephone no>




