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Department for Work and Pensions
This publication is withdrawn. This publication is no longer current.
Delete this box and insert relevant provider branding



[Provider Name]
[Contact Tel. No.]
[Office Address]
[Date issued]
[Participant Name]
[Participant Address]
Dear [Participant Name]
English language skills training (Scotland and Wales) Mandatory Activity Notification (MAN)
You must take part in the English Language Requirements skills training, which is part of the Skills Conditionality scheme. Taking part will help you to develop English speaking and listening skills to a recognised standard and this will help you to improve your chances of getting and keeping a job or increasing your earnings 
The name, location and contact details of your training provider are listed below:
Your training provider: [insert name]
	Location: [can include 'see enclosed map']
Your contact at [training provider] is [insert contact name]. They can be contacted on [telephone number] if you need to speak to them for any reason.
What is English Language skills training?

At the Provider-Claimant Assessment meeting on [date of assessment] your ability to speak English was assessed by a qualified assessor and you have been allocated to a training course where you and others who have been similarly selected will be given training in speaking and listening skills in the English language. The Provider-Claimant Assessment was the first step of the process.

As part of the second step, you will need to attend the training, and the dates you need to attend the training are given below, along with the address you must attend and the times you will be required to attend. The training will help your understanding of the English Language and help you speak to other people in English. 

The third step is a post training assessment at the end of the course, which you must also participate in. If you are successful in applying your training, and you pass the [post training assessment], you will be awarded a certificate to show you have reached a recognised standard. If you do not pass the assessment, you will be able to discuss with your DWP Work Coach what further English language training is available to you.

What you must do 

You must take part in the training from [insert date] to [insert date], at the times listed below unless:

	You are told that you no longer need to take part, or

Your Universal Credit claim ends, whichever is earlier.

It is essential that you attend on the dates and times below, otherwise your Universal Credit payment may be affected as explained below.

You must take part in the training for [insert number of hours per week, up to 16 hours per week] from [BEGINNING DATE] to [END DATE], which is a total of xx weeks [up to 20 weeks]. The days and times you are expected to go each week are:

Day

Morning Attendance

Afternoon Attendance


From

To

From

To
Monday

     

     

     

     
Tuesday

     

     

     

     
Wednesday

     

     

     

     
Thursday

     

     

     

     
Friday

     

     

     

     
Saturday

     

     

     

     
Sunday

     

     

     

     

If this changes for any reason, we will let you know.
You should allow enough time when planning your journey to get there on time.
If you can’t go to the training, please contact your Work Coach (or the Universal credit number given below) and [insert provider contact name / number] straight away and explain why.
Help getting to the training

To help you get to the training, Universal Credit may help with your travel costs/childcare/interpreter etc. You will need to show Universal Credit proof, for example travel tickets.

If you want to arrange this you must phone Universal Credit on 0345 6000 723 before the first day of training.
Bringing someone with you to the training

Check with the training provider on [insert contact number] if it is possible for you to bring a friend or relative with you.
If you do not attend and participate fully in this training 
If without good reason, you don’t attend and participate fully in this training, a low level sanction will be applied to your Universal Credit payments. 
This means your payments will be cut for each day from the date of the training, until:
	the day before you phone us to agree to attend and participate fully in ELR training (provided you go on to do what you agreed on the telephone); or

the day before your Work Coach tells you that you no longer need to take part in the training; or 
the day your Universal Credit claim ends (unless you become part of a  joint claim or become single).

Universal Credit will write and let you know when the first part of your sanction has stopped. 
The second part of the sanction is a fixed period of 7, 14 or 28 days depending on how many times you have had another low level sanction. For claimants under 18, the second part of the sanction is a fixed period of 7 days, depending on whether you have had a similar sanction within the previous 12 months. 
Sanctions are explained in your Claimant Commitment pack.
If you have any questions about the English Language Training requirements, you can contact me by telephone or in writing using the contact details in this letter.
If you are not happy

You should expect to be treated fairly. We will have explained the minimum standards of service you can expect from us at your first meeting.

If you’re not happy with our service, you can make a complaint. Making a complaint will not affect your Universal Credit payment.
 
If you wish to complain about our service, please get in touch and tell us first. We will have explained our complaints procedures at your first meeting.


If you have gone through this process and are not satisfied with the way we have dealt with your complaint, you can ask the Independent Case Examiner to investigate.

The Independent Case Examiner will normally only accept a complaint for investigation if you have:

	already received a final response from us, or

waited eight weeks for a response.

For more information, go to www.ind-case-exam.org.uk

If you want more information or have any questions
If you need any more information or have any questions, please contact:

     

Yours sincerely,
     






We are committed to treating people fairly, regardless of their disability, ethnicity, gender, sexual orientation, transgender status, marital or civil partnership status, age, religion or beliefs. Please contact us if you have any concerns.

