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About this update

Please take the time to read through this update as it contains important information relating to Future Jobs Fund and the systems and procedures we are using to manage the contract. Not all of the points will be relevant for you at present but I would ask that you save this message with your paperwork pack to ensure that you are up to date on processes.

Please note that there will be actions for you that will result from this update.

If you have any questions regarding this update please contact our Projects co-ordinator, Joanne on 0115 934 8483

Updates will be sent out on months where no meeting is scheduled or if there is a need between meetings.
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Important change to procedure
Emails containing National Insurance numbers
Please do not send any emails to Enable that contain your employee’s National Insurance numbers. This is a data protection issue. If you need to send us information that contains National Insurance numbers then please send this to us by post or fax to our new Enable fax number (0115 934 9531).


Form NFJ005 – Applicants short listing and offer record
After consultation with JobCentre Plus (JCP) we have decided to ask you to no longer submit the weekly applicants shortlisting and offer record (Form NFJ005). What we would like to ask you to do instead is let us know on the Future Jobs Fund email address (futurejobsfund@enable.uk.net) if an applicant does not turn up for an interview or if they are offered a job they then turn down. We will then pass this information onto JCP. 



Recruitment
Rapid recruitment of employees
After having spoken with JCP about the Future Jobs Fund contract we would like to emphasise that this scheme is about getting people into jobs quickly. JCP anticipate that most Future Jobs Fund jobs will be filled within 4 weeks of the jobs being placed on their system. If you are not receiving many referrals then please get in touch with us on the Future Jobs Fund email address and we will liaise with JCP to increase referrals.


Clients eligibility
As the 18-24 category of clients are eligible for Future Jobs Fund when they have been unemployed for between 6-12 months it is important to work to get people started in their jobs as soon as possible after you have offered them the job. If there is a long delay between them being referred to you and them starting the job they may in that time have become ineligible for the programme.
We therefore ask that you work to get people started in their post as soon as possible. Taking into account any requirements for Criminal Records Bureau (CRB) checks and the return of references.



References
To facilitate speedy recruitment please consider the type and number of references you require. Many applicants to your Future Jobs Fund post may not have worked before or not for some time and so may struggle to produce recent work references. 
Would you consider accepting character or educational references? Do you really require 2 references for each post? It may be more work and delay for you in chasing up after references that are not essential.


Start of Employment
Communication with Enable
It is important that Enable is kept up to date on progress you are making in recruitment. Please let us know by phone (0115 934 9516) or email (futurejobsfund@enable.uk.net) when you offer someone a Future Jobs Fund post, giving the person’s name and start date. We will then contact JCP to suspend the vacancy to ensure that no more referrals are made to this post. 
If a vacancy has been suspended for more than 2 weeks, JCP will contact us to enquire into why it is not yet filled – therefore please let us know of any delay in starting an employee. 


Paperwork required at start
On an FJF employee’s first day please complete the starter form and consent to share information form. Please post or fax (0115 934 9531) copies of these 2 forms in addition to a copy of the JCP eligibility letter. It is important that we receive this information as soon as possible after the person begins work with you as we report on this information to JCP and The Department of Work and Pensions (DWP).
Please do not copy Enable into applicants’ feedback forms or application forms. We do not require these so in the interests of the environment please do not send them. Obviously, please continue to send applicant feedback forms to applicants.


Invoicing
Employer Support Fund
The £1500 employer support fund money will be paid in 6 instalments of £250. Prior to your first invoice for this money we will need you to send in a completed employer support fund form (form NFJ001) detailing the costs you expect to incur. Once we have approved this spending we will post out a copy of the approved form for your records. 


Invoice schedule
Please invoice us monthly for your Future Jobs Fund employees. Not all employers with Future Jobs Fund staff have submitted an invoice each month. It is important that we receive an invoice for all Future Jobs Fund staff, as part of our additional funding is dependent on how much we have spent. Please ensure that invoices reach us by the cut off date, as Enable only does one cheque run per month. These dates are listed in your paperwork pack (next invoice deadline is 22nd April).

Invoice content
Employers should only be submitting two invoices on a monthly basis, one for all their salaries and national insurance costs and the other for their entire employer support fund that they are entitled to in that month.

Employers should claim £647.74 for each employee per month, starting from the first month of their employment regardless of when they started in that month. This figure is made up of £628.33 payroll costs and £19.41 employer’s National Insurance contributions.

In addition to this, employers are allowed to claim £250.00 per month for each employee (this is 1/6th of the £1500 employer support fund) starting from the first month of their employment regardless of when they started in that month.

An employer’s salary and national insurance invoice should contain the following detail:

a) List the name of employee(s) followed by which month’s payment you are claiming for (e.g. 1 of 6, 2 of 6) for that employee. For example:

Mary Contrary (2 of 6)

Jill Jackson (1 of 6)

William Blue (1 of 6)

b) Description of payment (e.g. FJF salaries and National Insurance Contribution)

c) The actual amount (£647.74)

d) Invoice number (each invoice needs to have a unique invoice number)

The employers support fund invoice should quote exactly the same information except for the description, which will now say ‘employers support fund’ and the amount which will now be £250

In addition to this, all FJF invoices must quote the project name (i.e. the Future Jobs Fund) and the project managers name (Hannah Wharton)

Local Authority employers please note your minimum wage is higher so please invoice us for £707.63 for salary and NI (This is £681.41 salary and £26.22 for NI).
We require evidence to be submitted with each invoice. For the first invoice for each employee please send in a copy of their signed employment contract (or job offer letter if you do not have a contract). For each subsequent month send in a copy of their most recent payslip. You do not need to send in copies of the starter forms a second time.


emda Enhancements
Wheels to Work funding for employees
As part of our East Midlands Development Agency funded enhancements to Future Jobs Fund we have some Wheels to Work (W2W) provision available. Wheels to Work is a scheme to offer motorbike hire to employees at reduced rated to allow them to access jobs. Wheels to Work can also provide push bikes and bus passes for short durations until employees receive their first month’s pay. 
More information can be found on www.wheelstowork.org. We are able to fund a small amount Wheels to Work provision and are currently finalising the details. However if you are located in an area where public transport is an issue, consider putting on vacancy templates that employees may be able to access this support. To talk about Wheels to Work provision, contact: 01623 727 620


Credit Union accounts for employees
We have funding to match Future Jobs Fund employee’s contributions to a Credit Union savings account pound for pound up to the value of £100. We are currently finalising the details of how this will be administered, but if your employees wish to take up this offer please initially contact us on futurejobsfund@enable.uk.net.



Training for employees and employers
At the end of March we ran money management training for Future Jobs Fund employees and mentoring training for Future Jobs Fund employers. We will be scheduling more training in a few months. 
If you have any suggestions for training that your Future Jobs Fund employees may find valuable, please let your Employer Adviser (Jet or Sarah) know. 


Employer Meetings

Purpose of the meetings

Regular Future Jobs Fund meetings will take place where employers can discuss the contract, meet other employers, share best practice or suggestions and raise any issues. Enable will also use these meetings to keep you up to date on additional support available, performance of the contract, any changes or amendments to the systems and procedures. To accommodate as many employers as possible we are hosting 2 employer meetings each time – one will take place in Nottingham and one will take place in Kirkby in Ashfield (near to Mansfield). Please add the dates of the meetings to your calendar and let us know which meeting you will attend by emailing futurejobsfund@enable.uk.net. Lunch will be served at each meeting.
Please confirm your attendance early to ensure you get your preferred slot as numbers are limited at each venue. 

Date and venue of next meeting
The next meetings will take place at:

Venue: Nottingham CVS (7 Mansfield Road, Nottingham, NG3 5AS)
Date and Time: Thu 13 May 10-12 (lunch at 12pm)
Venue: The Summit Centre (Pavilion Road, Kirkby in Ashfield, NG17 7LL)
Date and Time: Fri 14 May 10-12 (lunch at 12pm)
Please come to the meeting that is most convenient for you. An agenda and further details about the meeting will be sent out closer to the meeting date.
Meeting dates 2010
June

Venue: Nottingham CVS

Date and Time: Wed 9 June 2-4pm (lunch at 1-2pm)
Venue: The Summit Centre

Date and Time: Fri 11 June 10-12 (lunch at 12-1pm)
August

Venue: The Summit Centre

Date and Time: Tue 3 Aug 10-12 (lunch at 12-1pm)
Venue: Nottingham CVS

Date and Time: Thu 5 Aug 10-12 (lunch at 12-1pm)
September

Venue: The Summit Centre

Date and Time: Tue 14 Sep 10-12 (lunch at 12-1pm)
Venue: Nottingham CVS

Date and Time: Wed 15 September 10-12 (lunch at 12-1pm)
November

Venue: The Summit Centre

Date and Time: Tue 16 Nov 2-4pm (lunch at 1-2pm)
Venue: Nottingham CVS

Date and Time: Wed 17 Nov 10-12 (lunch at 12-1pm)
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