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1. INTRODUCTION 

1.1 Progress Housing Group is committed to serving its customers and 
communities through effective and innovative initiatives.   

1.2 Progress Futures is an innovative scheme that recognises and 
targets resources to our customer base who predominantly are from 
disadvantaged backgrounds, and wouldn’t ordinarily access 
mainstream employment, education and training.  It aims to tackle 
worklessness through a person centred approach, which is the 
core value at the heart of Progress Futures.  This means we will not 
tell people what to do, but rather ask people what their objectives 
and aspirations are, enabling them to achieve these. 

1.3 We will assist customers in a number of ways to enable them to 
realise their aims and objectives.  We understand that on occasions 
customers may have out of pockets expenses or require a bursary. 

 

2. SCOPE OF THE POLICY 

2.1 This policy covers all PHG customers and their immediate family 
members who are engaged with the Progress Futures initiative.  

2.2 This policy does not cover individuals undertaking training or work 
experience placements outside of the Progress Futures initiative. 

 

3. RESPONSIBILITY 

3.1 The Senior Community Involvement Manager is responsible for the 
monitoring and review of this policy. 

3.2 The Progress Futures Manager is responsible for the implementation 
of this policy. 

 

4. POLICY 

4.1 Aims & Objectives 

The aims of this policy are: 

 to support and promote the Progress Futures initiative 
ensuring there are no financial barriers to employment, 
education or training; 

 to set  out the framework for eligible expenses to be claimed;  

 to ensure that value for money is achieved:  
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4.2 Expenses that can be claimed 

4.2.1 Travel Expenses 

4.2.1.1 Travel expenses may be paid to customers engaged with 
Progress Futures who are undertaking training or a work 
experience placement, if prohibitive costs to the customer 
are involved, and if expenses would not otherwise be paid 
by the DWP.  The customer would need to demonstrate 
that he or she could not participate in the training or 
placement due to the travel expenses involved. 

4.2.1.2 In all cases where travel expenses are paid, the customer 
would be entitled to claim either the cost of public transport 
(i.e. train or bus fare) or the mileage rate in accordance with 
the Inland Revenue Approved Mileage Rates.  Parking fees 
may also be payable where incurred. 

4.2.1.3 Taxis will only be arranged in extreme circumstances for 
vulnerable customers, where no public transport is 
available. 

4.2.2 Subsistence  

4.2.2.1 Subsistence expenses will not ordinarily be paid to 
customers undertaking a work experience placement or 
training.   

4.2.3 Childcare and Carers’ Costs 

4.2.3.1 If a customer has children or carer responsibilities, which 
would prevent them from undertaking a work experience 
placement or training, PHG may consider paying related 
costs incurred for that customer.  These costs would only 
be paid, where the customer can demonstrate that they 
receive no other payment towards these costs, and that the 
costs would prevent them for participating in the Progress 
Futures activity. 

4.2.3.2 PHG will pay up to £4.00 per hour for the length of the 
activity for childcare costs incurred through a registered 
child minder, crèche, nursery or similar recognised facility.  
No expenses will be paid to a household member or other 
close family member. Dependent on the personal income 
levels, this could be attributable to tax. 
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4.2.3.3 In order to claim childcare expenses, customers must 
complete an expenses form, and provide a receipt detailing 
all childcare expenditure. 

4.2.3.4 Customers claiming carer expenses may claim up to £14.00 
per hour for the length of the activity.  They must complete 
an expenses form, and provide a receipt detailing all 
expenditure.  Again, expenses may not be paid to a 
household member or other close family member. 
Dependent on the personal income levels, this could be 
attributable to tax. 

4.2.4 Other expenses and bursary payments 

4.2.4.1 PHG understands that other costs for customers may be 
incurred during the process of gaining employment, 
education, undertaking training and setting up their own 
business and enterprises.  Where customers wish to claim 
for an expense not listed above, or apply for a bursary 
payment, they must complete a Progress Futures 
Expense/Bursary Application Form detailing the reasons for 
their request.  Joint Management Team may approve 
requests  under £500.  For all applications £500 and above, 
the application must be presented to the Progress Futures 
Steering Group who will make the decision. 

4.3 Payment of Expenses 

4.3.1 Payment of expenses will be made following the submission 
of an expense claim form, with all necessary receipts 
attached.  Payment will be made into the customer’s 
nominated bank account following production of bank details 
and proof of bank account (i.e. bank statement).  

4.3.2 Customers should allow up to one month from submission of 
claim form before payment is made.  Where a customer is 
unable to wait for the payment, they must inform the Progress 
Futures Manager when agreeing the expense to be made. 

4.3.3 Customers who are unable to make the payment for expense 
upfront due to financial difficulty may request PHG pay the 
item or service rather than the customer claim back the 
expense. 

4.3.4 If a customer knowingly submits a false claim, he or she may 
be excluded from Progress Futures initiative. 

4.4 Abbreviations 
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4.4.1 PHG – Progress Housing Group 

4.5 Definitions 

4.5.1 Work experience is defined as a time limited placement for an 
employer in which an individual carries out or observes a 
particular role or task, similar to what a paid employee would 
do, with the emphasis on the learning experience.  It is 
expected that work experience should provide structured 
training and experience that will assist an individual in gaining 
paid employment in the future. 

4.5.2 Bursary payment is defined as a financial payment used to 
assist a customer to undertake training or a qualification. For 
the purposes of this policy, it may also support a customer 
wishing to set up his or her own business or enterprise. 

4.5.3 Expenses are defined as out of pocket costs incurred by 
undertaking a related activity. 

4.6 Data Protection 

4.6.1 All personal information submitted as part of an expense 
claim will be handled in accordance with the Data Protection 
Act 1998. 

5. IMPLEMENTATION 

5.1 Training 

5.1.1 All members of the Progress Futures Team, and relevant 
members of the Finance Team will be trained on this policy. 

5.2 Linked documents 

5.2.1 The Regulatory Framework for Social Housing in England 
from 2012 

5.2.2 Equality Act 2010 

5.2.3 Localism Act 2011 

5.2.4 Data Protection Act 1998 

5.2.5 Equality and Diversity Policy 

5.2.6 Progress Futures Strategy 

5.2.7 Progress Futures Work Experience Placement Policy 

 

6. CONSULTATION 
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6.1 This policy has been consulted with PHG staff during March 2014. 

6.2 This policy has been consulted with customers during April 2014. 

 

7. REVIEW 

7.1 This policy will be reviewed every three years.  All expenditure 
relating to Progress Futures will be provided on annual basis during 
the budget setting process. 

 

8. EQUALITY IMPACT ASSESSMENT 

8.1 An Equality Impact Assessment has been undertaken, and it has 
found this policy to have neutral impact on groups with protected 
characteristics. 
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Appendix 1: Bursary application 

 

 

 

 

 

 

  
Progress Futures Bursary Application 

 
 

 
Project Name: 
 
Customer Details: 
 
Outline: 
 
Concerns: 
 
Requirements:  
 
Recommendations: 
 
Is there any other service who can provide funding for this requirement: 
 
Cost: 
 
Progress Futures. 
 

 To assist our tenants in improving their employability prospects. 
 Helping tenants prepare for the workplace. 
 Support to work towards your goals. 
 We are not a school or a college. 
 Person centred approach. 
 Practical help towards child care cost, transport cost, tuition fees. 
 Arranging work experience opportunities. 
 We are not a school or a college. 
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Authorisation – Operations Director 
 
 
 
Any other relevant information: 
 
 
 
 
 
 
 
 

 


