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Employer Support Grant (ESG) Guidance Notes



Key facts

You should read the detailed information provided in these guidance notes before completing your application for an Employer Support Grant (ESG).  
· Eligible organisations: Employers offering employment in the Private, Third or Public Sector and eligible former Remploy workers who are self-employed or want to set up their own business.
· Eligible workers: Former registered disabled Remploy workers who have been made redundant due to the 2012/2013 closures of Welsh Remploy factories OR registered disabled Remploy workers that have been transferred to new employment as part of acquisitions of an existing Welsh Remploy factory. 
· Maximum duration: 4 years.
· Grant level: Reducing from a maximum of 75% initial award for eligible wage costs and 100% of reasonable adaptations.
· Expressions of interest:  You will need to register your interest in recruiting a Remploy worker with the Welsh Government by 15 September 2014.  
· Application deadline: Your completed application will need to be received by the Welsh Government for an ESG by 30 September 2014.  
· Registration / help and advice: If you would like to discuss this opportunity with us, or if you would like hardcopies of the application and guidance forms, please email us or call the Welsh Government Business Information Helpline on 
03000 60 3000.  Further details of the scheme and how to register an interest can be found at www.business.wales.gov.uk/remploy.  
Introduction

The ESG is available to employers in the Public, Private and Third Sector but the level of support available is governed by State aid Regulations.  
Jobcentre Plus Personal Case Workers are available to assist in identifying suitable individuals and with job matching.  The ESG is available to your organisation if the individual you wish to recruit is either under formal notice of redundancy from Welsh Remploy factories or has become unemployed as a result of redundancy through the 2012/2013 closures of Welsh Remploy factories.  

Important note: 
Individuals who might otherwise have been eligible are disqualified for funding if they have: 

· Started working for you before your application for ESG funding has been approved.
The ESG is available to organisations who:

· Plan to employ a disabled Remploy worker who has been made redundant in 2012/2013 from a Remploy factory in Wales;

· Are expanding and the post is new; or 

· Are seeking a justifiable replacement for a vacant post; and
· Are looking to offer the job/s for at least 48 months.
The ESG can contribute to the costs of wages and also pay for other reasonable costs that may arise from employing a disabled person, e.g. workplace modification. 
The level of support is set at the highest rate in Year 1 and will reduce over the 4 years of employment.
Due to a limited amount of funding being available, all applications will be reviewed in the order they are received by the ESG Support Team and all funding offers will be discretionary.  

Eligible costs: wage subsidy
The ESG can contribute towards the wage costs of an eligible worker for up to 4 years.  As a minimum, the rate of pay must be National Minimum Wage or above (pay scales will be required to support your application).
ESG is subject to State aid Regulations and will be granted under the Welsh Government’s Support for Employment (Disadvantaged/Disabled workers) Scheme (X577/2009), which has been registered in line with the EU’s General Block Exemption Regulation.  The maximum aid available to a Private or Third Sector organisation under this exemption is 75% of all eligible wage costs.  This includes salary, employer National Insurance, and employer contributions to pension costs.
Remploy is a Non Departmental Public Body; this means that Remploy employees are within the public sector.  Much of the activity delivered by public sector organisations is not subject to State aid Regulations and as such, the maximum aid available to a public organisation is 100%, with maximum duration and reducing support levels as before.
The ESG is also available to eligible former Remploy workers who have become self-employed or want to set up their own business.  
The ESG is a reducing grant; all else being equal this means in year 2 the grant will reduce to 75% of the initial award, in year 3 it will reduce to 50% of the initial award, and in the final year to 25% of the initial award. 
Eligible costs: adaptations

100% of the costs for reasonable and appropriate adaptations are available for Private, Public and Third Sector organisations.  Adaptations must be specific and appropriate to the individual you intend to employ.  The requirement of the financial support must fit one of three requirement areas:

· Practice – Changing the way things are done, for example adjusting production processes, or offer audio instructions in addition to visual signs. 

· Physical changes – Making changes to overcome barriers, for example installing specialist chairs, access ramps, or allow more space between machinery.
· Auxiliary service – Providing extra equipment or getting someone in to help, for example an additional chair or parking space for a support worker.
These examples are not intended to be exhaustive.  Advice and support is available from Jobcentre Plus Personal Case Workers.

Consideration may also be given to any job related training the new employees may need to fulfil the requirements of the role.  Funding for training will be provided under the Welsh Government’s Support for Training Scheme (X1/2009) which has been registered in line with the EU’s General Block Exemption Regulation.  Support can be provided up to 50% for specific job related training depending on the size of your organisation.
ESG outline process

· Organisation logs a request for information and advice to the Welsh Government (via telephone, email or letter).
· The Welsh Government provides ESG information and guidance to the organisation and – if required – support with the development of an ESG application.
· The organisation submits an ESG application to the Welsh Government; the Welsh Government notifies the organisation of the receipt of the forms and of the likely review date.
· The ESG assessment panel meets and considers applications.
· The Welsh Government approves in principle, rejects, or requires additional information on the ESG application and notifies the organisation and Jobcentre Plus of the outcome.
· The organisation proceeds to recruitment with support from the Jobcentre Plus Personal Case Worker.  The organisation must inform the Personal Case Worker of any successful applicants even if Jobcentre Plus support has not been used.
· Personal Case Worker to complete Employee Match Outcome form and provide this to the organisation.
· The organisation completes the ESG Funding Form and submits it with the Employee Match Outcome form to the Welsh Government.
· The Welsh Government grants team assesses the Funding Form, notifies the organisation of the ESG funding level together with the award letter and terms and conditions.

· The organisation accepts the award letter and associated terms and conditions and the Welsh Government sends out claims forms and guidance on receipt of the signed award letter.
· The organisation starts employing individuals.

· The organisation starts claiming once expenditure has been paid.  Monitoring visits may take place prior to the payment of claims.

Assessment of applications
The objective of the ESG is to help employers to provide sustainable, meaningful and appropriate employment to one or more eligible former Remploy workers, your application must reflect this.  Your application must also demonstrate that the following have been addressed:

· The economic viability of the organisation.
· A detailed business plan (to include financial projections, funding, customers and markets) will be required outlining the background and experience of the directors / owners along with evidence to validate the business plan and application.

· Compliance with UK and EU Law on equal opportunities.  
· Your application must also show that, as the ESG reduces over the years, your organisation can sustain the level of employment offered over the full grant funding period and beyond. 
Your application will be assessed on its potential value to the objectives of the ESG.  In this respect, particular regard will be paid to the extent to which your application will contribute to the Social Corporate Responsibility of the organisation and the quality and sustainability offered to eligible former Remploy workers and the use and development of their skills.

Applications may be submitted at any time up to 30 September2014.  Due to a limited budget, all applications will be reviewed in the order they are received by the ESG Support Team and any funding will be discretionary.  Applications will be assessed by a panel which will include Welsh Government officials, a Union representative, and a representative of Jobcentre Plus.  The panel will meet every fortnight.  You will be notified when your application is received and advised of the review date, and you should receive a letter notifying you of the decision no later than 4 weeks after Welsh Government has received a satisfactory application.  
Once your application has been approved, we will issue a letter of funding in principle which will enable you to identify suitable individuals for your vacancies.  Successful applications are submitted to Jobcentre Plus.  Unless you have already identified potential candidates, Jobcentre Plus can assist with ‘job matching’ to identify suitable candidates for the vacancies you offer.  The Jobcentre Plus Personal Case Worker can also provide assistance with arranging interviews with your organisation.  

Once you have identified suitable individuals, the Jobcentre Plus Personal Case Worker will issue an Employee Match Outcome Form for each potential new employee supported by the ESG.  This shows the vacancy you wish to fill, the names of your potential employees, their salary and working hours, along with recommendations for adaptations.  You must submit the Employee Match Outcome Form/s with the completed Funding Form.
ESG funding level

Following a successful interview, you will be requested to provide a Funding Form for the ESG.  This will include a detailed breakdown of all costs and outline the expected start dates of employment for as many vacancies as you have filled.  The Funding Form will be endorsed by an Employee Match Outcome form for each vacancy and a quotation for each required adaptation.  Your funding request will be assessed by the ESG team who will confirm the level of funding and provide an award letter with associated terms and conditions within 10 working days.  
On receipt of the award letter, your organisation must determine whether the level of funding is appropriate and acceptable.  If acceptable, the award letter must be accepted by a suitably delegated member of staff, e.g. Director, and returned to the Welsh Government.  At this point, your organisation can employ the identified individuals.  Once the Welsh Government has received your accepted award letter, we will issue claim guidance and forms explaining how and when to submit claims for payment.  

Claims and payment

The award letter details the evidence required with each individual claim.   Where adaptations are financially supported, evidence of expenditure will be required. Claims must provide evidence of continued employment and wages paid.  Claims will be paid quarterly in arrears unless previously agreed otherwise with your organisation.

Monitoring
The Welsh Government or its representatives may from time to time visit your organisation for monitoring purposes.  They may ask to see any documentation and information that is relevant to the ESG, either prior or post award.  They may also ask to see the working environment and talk to workers recruited with the support of an ESG.  By signing the application form and accepting the award letter, you agree to facilitate and support such monitoring requests.  Failure to comply with the conditions of the ESG may result in the withholding or recovery of ESG payments.  
Data Protection

The Welsh Government and its representatives will treat the data and information you have submitted in connection with an ESG application or subsequent claim in strict confidence.

Data Sharing / Publicity
Data and information may be shared on an anonymous, aggregate basis for statistical purposes, for example to monitor the success of ESG by showing how many jobs have been supported through ESG.  

Applying for an Employer Support Grant

You may submit the application electronically or as a hard copy.  In either case, please answer all questions as we are unable to consider incomplete applications.  If you need help or advice, please contact us on 03000 60 3000 or email RemployProjectMail@wales.gsi.gov.uk and an official will get in touch promptly.

Please note: If completing the application in hard copy, please use BLOCK CAPITALS.  If you make mistakes, cross them out and write your initials next to them.  Do not use correction fluid to amend any details.  Please note we cannot accept photocopied forms.  
Information you submit on, or in connection with, your application will be treated as commercial information and in strict confidence.  

Section 1 – Organisation Details

Please provide the following:

· The trading name / registered name of your organisation.
· The registration number of your organisation if you are a registered company and/or charity
· The name of the person dealing with the application.
· The address and postcode of your organisation.
· The telephone, mobile number, and email address of the person dealing with the application.  The mobile number is optional.
· The type of services and / or products provided by your organisation.
Section 2 – Organisation Profile

· Please state the sector to which your organisation belongs.

· Enter the number of employees (full time – i.e. more than 16 hours per week – and/or part time – i.e. up to 16 hours per week) and indicate how many disabled employees (if any) you are currently employing.

· Please indicate if your organisation is part of a group or subsidiary of a larger organisation.  If so, please provide details of your parent organisation.
· Please indicate how many years your organisation has been trading and your current annual turnover.
· You must submit your financial accounts (if possible audited) and/or your management accounts for the previous three financial years.  If your company is new (less than 3 years old) please provide a turnover forecast for your current trading year, and for the year after the ESG would end if approved.
· Please ensure that the accounts are attached to the application.
· Please provide a full business plan including a description of where you see your organisation after the ESG would have ended (if approved) and outline the steps you intend to take to reach this goal.

· If you have a Social Inclusion and/or Equal Opportunities policy, please enclose a copy with your application.  

Section 3 – Detail of the job/s you are offering

Please indicate how many vacancies you are looking to fill, and whether they have been previously advertised with Jobcentre Plus.  For each type of vacancy, please attach a job specification to your application for ESG.  You may use the job specification form provided (Annex 1) or your own but the job specification must contain the following information as a minimum:

· The accountabilities and business area of the vacancy, for example manufactuiring, customer service, administration, sales, and so on.  You should provide details of the skills and duties this vacancy involves at your organisation
· The number of vacancies of this type

· The job title

· The hours per week (no fewer than 16 hours per week)

· Whether it will involve shift work or irregular hours

· The annual salary / wage (must be at or above the National Minimum Wage); to understand where this fits within your organisation, please indicate your pay structure.  
· Please indicate how each of the vacancies have become available.  If they arose through the dismissal of a previous employee, please indicate the reason/s for dismissal or redundancy, and when the dismissal or redundancy happened.

Section 4 – The Working Environment

Please indicate whether you are aware of any limitations or restrictions which may impact on a disabled worker in any of the vacancies offered in this application, and whether you see any limitations and/or restrictions within the working environment of your organisation that may impact on a disabled worker, and why.  You may already have indentified reasonable adjustments to accommodate an individual disabled worker; if so, please indicate the kind of adjustment/s.  Please note that generic adjustments are not eligible, whilst adjustments associated with employing an individual disabled worker are eligible.  Support and advice can be made available to assist your efforts in creating the appropriate working environment for employing one or more disabled persons.
Section 5 – Declaration

Please read the declaration carefully.  By signing the completed application form, you declare that the information you have provided in your application is correct and current, and that you permit the Welsh Government to use this information to assess your application.  Data sharing: By signing your application form, you also permit the Welsh Government to share this information, in strict commercial confidence, with partner organisations assisting in the placement and recruitment of eligible Remploy workers.  
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