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Topic Topic 

title 

Duration 

8 

Commitment Pack 

10 minutes 

9 

Case Studies and Answers 

10 minutes 

Summary 

Module Summary 

2 minutes 

Total duration of all topics 

22 minutes 
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Important Information: 

 
 

Please note that not all job roles are required to 

 

e

 

Not

complete every topic within this module. 

 

The next page has full details of which topics are 

required by each Job Role. 

The Universal Credit Learning Journey has a full list of 

all the learning modules required for each Job Role and 

the order in which they should be delivered/completed.  

This can be viewed on the LDO Support Site. 

 

Job Role 

Learning Required 

Duration 

Work Coach 

Topic 8, 9 and Module 

22 minutes 

Work Services Manager 

Summary 
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Topic 8 - Commitment Pack 
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Show Slide 1 – Topic Divider Slide Commitment Pack 
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nt

Show Slide 2 – Topic Aims and Objectives 

oi
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Aims 

 

This topic aims to provide you with the skills and knowledge 

to be able to create and issue a Commitment Pack 

appropriately. 

 

Objectives 

 

By the end of this topic, with the aid of any reference 

material, you will be able to correctly: 

 

  state what the Commitment Pack is 

  state when the Commitment Pack is issued 

  access and issue the Commitment Pack 

  explain the fields within the Commitment Pack; and 

  state where you will find information to populate the 

Commitment Pack 
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Show Slide 03 – What is the Commitment Pack 
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The Commitment Pack ensures the claimant is aware of the 

responsibilities placed upon them to provide evidence of the 

required level of work search and preparation. 

It includes: 

  legal notice of requirement to attend and details 

of attendance 

  “About me” section 

 important information on sanctions and 

consequences of repeated non compliance 

  suggested template for claimant to use to keep a 

record of their work search and preparation, 

providing evidence for further discussion at WSI 

and WSR.  
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Show Slide 04 – When a Commitment Pack is issued 
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The Commitment Pack is issued to the claimant at the Initial 

Work Search Interview. 

A Commitment Pack must be issued and reviewed/updated 

when changes to frequency of attendance are made or if the 

claimant circumstances change with regard to types of work 

or work search.    

 
 

The Commitment Pack will be held in a shared folder.   

 

e

 

Not

 

Local Office Procedures will apply. 
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Show Slide 05 – What is Included in the Commitment 
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Pack 

 
 

The Commitment Pack includes five sections : 

  About Me section, which refers to the claimant’s 

personal circumstances/ life event that have 

been taken into consideration and any special 

arrangements put in place during discussions 

with you and when the Claimant Commitment 

was accepted. 

  reviewing my Work Search and Preparation 

  next attendance arrangements 
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  important sanctions and penalties information   

  a suggested template for the claimant to use to 

keep a record of their work search and 

preparation   

 

 

e

 

Designers Note - A sample of a Commitment Pack is 

 
 

esigners Not
D

provided as Handout 08.01. This should be printed and 

 

used as a handback. 

 
 

Refer the participants to Handout 08.01 - “Commitment 

 

ndout

 

Ha

Pack” 

 
 
 

Explain to the learners that it is a copy for learning only 

 

e

 

Not

and may not accurately reflect the Pack used in Live 

 

Service. 

The next slides look at the sections within the 

Commitment Pack. 

Note: Work Service Platform currently has no facility to 

automatically excuse attendance over Bank Holidays. 

These will have to be completed individually by Work 

Coaches or Assistant Work Coaches.  Information 

gained from OCC SC Bulletin 113/13 16 December 2013 
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A blank Commitment Pack Template will be stored in an 

office shared folder. 

The relevant sections of the Commitment Pack are 

populated by the Work Coach before it is issued to the 

claimant. 

The Commitment Pack is populated from the information 

gathered during the Initial Work Search interview. 

All relevant information is typed into WSP Notes and copied 

and pasted into the Commitment Pack, specifically section 1 

About me.  

 

 

 
 

Tip - Microsoft Word Help covers how to ‘Copy and 

 

p

 

Ti

Paste’. 

 

“Commitment Pack Information” notes appear in date 

order on WSP. 
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Show Slide 07 – Commitment Pack – Part 1 About Me 
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Part 1 About Me is used to record personal circumstances/ 

life events that impact on work, work search activity and 

work preparation such as health, caring, transport, working 

patterns, voluntary work, skills gaps, bereavement etc.         

Notes must be phrased to turn barriers into positive 

statements about what the claimant can do in terms of types 

of work, work search and work preparation.  

An example of this may be – I hold a current driving licence, 

I do voluntary work for the RSPCA, where I work in the 

shop.  

This information is copied from the “Commitment Pack 

information” note recorded in the general claimant notes 

section of WSP.  

 

 
 

The example shown could be for a claimant who does 

 

e

 

Not

not own a car but holds a driving licence and is a 

 

person who wants to work in retail but has no previous 

retail experience (but is gaining experience by doing the 

voluntary work). 
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Ask the learners if they can provide any more examples.

 

tion
s

 

Que

 
 
 

Suggestions may include:  

 
 
 

A parent with young children who is unable to work 

during the day, but can do evening and weekends as 

their partner works during the day. 

A person who does not hold a driving license but lives 

on a main bus route/near to the main train station and is 

therefore able to commute. 

The learners may have many more examples they have 

come across. 
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Show Slide 08 - Commitment Pack – Part 2 My 
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Commitment 

 
 

Part 2 My Commitment re-enforces to the claimant the 

commitment they have made for Universal Credit.   

 
 

Remind the learners that the aim of Universal Credit is 

 

e

 

Not

to support claimants to find work, or more work and to 

 

increase their earnings. A key element is about helping 

the claimant to take responsibility for preparing for 

work, finding work, taking up more and better paid 

work. 
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rP

 

Powe

My Work Search and Preparation 

 
 

Part 3 Reviewing my Work Search and Preparation is 

divided into two sections, reviewing the claimant’s work 

search and how the claimant is expected to prepare for their 

Work Search Review. 

The first section contains the legal notice of the requirement 

to attend and details of attendance.    

The claimant is also advised that they may also be required 

to attend other meetings with their Work Coach.   

The next section is all about Preparing for Work Search 

Reviews.  

This section outlines to the claimant that it is their 

responsibility to do everything that is reasonably possible to 

look for work including activities on their Claimant 

Commitment. They are also made aware that they are 

required to provide evidence of their job search activity.   

It is this section of the Commitment Pack which directs 

the claimant to the table within the Commitment Pack 

which can be used to document their job search 

activity. 
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Claimants are currently required to provide evidence of 

 

tion
s

 

Que

their job search activity when they attend the fortnightly 

 

interventions.  What is different under Universal Credit? 

 
 

It is expected the claimant will be engaged in job search 

 
 

activities for normally for 35 hours per week (if 

 

limitations have been applied to the claimant’s available 

hours, they will also be applied to their work search 

activity).   
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Show Slide 10 – Commitment Pack – Part 4 Important 
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Sanction Information 

 
 

Part 4 Important Sanction Information of the Commitment 

Pack outlines clearly to the claimant the consequence of 

failing to meet the requirements specified in their Claimant 

Commitment.   

The different levels of sanction are explained in this section 

of the pack as is the duration of each sanction and the 

escalation process.  

 
 

The consequence of failing to meeting the requirements 

 

e

 

Not

of their Claimant Commitment will be outlined to the 

 

claimant from the point at which they make their claim.   

The Commitment Pack shows clearly how sanctions are 

given and how they can escalate for repeat failures. 
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Show Slide 11 – Commitment Pack – Part 5 Template 
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Part 5 Template is the template the claimant can use to 

keep a record of their work search and work preparation 

actions. The claimant can choose to use a template of their 

own or another recording method if they prefer but they must 

provide the required information in a format suitable for the 

Work Coach and Assistant Work Coach to review. 

Activities documented on here can be used as evidence for 

further discussion at subsequent Work Search Interviews 

and Work Search Reviews.   

 

 
 

Tip - Encourage claimants to complete this template to 

 

p

 

Ti

record work search and preparation.  

 

Other evidence can be obtained from Universal 

Jobmatch, letters from potential employers etc. 
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Topic Summary 
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Show Slide 12 – Topic Summary 
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In this topic you have learned: 

 

  what the Commitment Pack is 

  when the Commitment Pack is issued 

  how to access and issue the Commitment Pack 

  about the fields within the Commitment Pack 

  how to populate the Commitment Pack with the required 

information. 
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Case Study Scenarios and 
Answers 
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Show Slide 13 – Case Study Scenarios and Answers 
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Show Slide 14 – Case Studies  
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You will now work through two case studies, and via group 

discussions decide what action you should take regarding: 

  The requirements you would include on the 

Claimant Commitment.  

  What work search activities would you require of 

the claimants? 

  What work preparation activities would you 

require of the claimants? 

  Are there any other work preparation activities 

you would suggest? If so, why? 

  Will the combination of work search and work 

preparation activity add up to the same number 

of hours as agreed in availability for work? 

  What other information would you give to them 
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about meeting conditionality? 

 

 

e

 

Split group into two groups. 

 
 

esigners Not
D

 
 
 

Refer the participants to:                                              

 

ndout

 

Ha

Handout “Case Study One - Joanne Brown”        

 

Handout “Case Study two - Mark Jones” 

 

Allow participants 15 minutes to discuss and make 

ty
vi
ti

notes before taking feedback from them. 

Ac

 

 
 

Case Study One – Joanne Brown  

 
 
 
 

On 9th January 2013 Joanne sees a Work Coach for her 

first Universal Credit interview.   

Joanne is 25, she is single. 

Joanne has chronic asthma for which she has three different 

types of inhaler which prevent her working in dusty 

environments as this exacerbates the condition. 

She has no other personal circumstances or life events that 

need to be taken into account when setting the number of 

hours available. 
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Joanne will be required to be available for full time work and 

undertake jobsearch for 35 hours per week. 

The following information was also gathered by the Work 

Coach:  

  Joanne has 5 GCSEs including English and 

Maths at Grade C. 

  Prior to claiming Universal Credit Joanne was in 

receipt of ESA. 

  She has no formal IT qualifications or experience 

(apart from limited internet access via her 

phone) 

  Joanne has one years voluntary work 

experience (three years ago) at Oxfam in a 

previous town, but no work experience since. 

  She would like to work in a clothes shop 

  Uses public transport. The bus service is limited 

in the early mornings, evenings and Sundays but 

is regular during the day. 

Joanne has brought in a CV. 

She has no PC internet access at home. 

The Work Coach has explored how Joanne feels about not 
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working for the past two years and what she thinks is 

stopping her getting a job now.   

Joanne feels that most jobs she looks at are not suitable as 

they ask for recent experience or IT skills, so she doesn’t 

apply. The ones she has applied for, there has been no 

response. She has considered picking and packing type jobs 

but feels the environment will have an adverse effect on her 

asthma. 

On examining Joanne’s CV the Work Coach finds the format 

used highlights large gaps in Joanne’s work history with no 

reasons given and no mention of any other skills she may 

have. The CV does state that Joanne has an interest in 

fashion and music. 

Local paper main job vacancy days – Wednesday and 

Saturday. 

 
 

Case Study One – Joanne Brown 

 
 
 
 

This is what the Work Coach agreed with Joanne. 

How does it compare with your answers?  

Some work preparation activities and short courses referred 

to might not be available in your area, if not, did you find 

other activities? 
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Show Slide 15 – Case Study One – Joanne Brown (1/3) 

 

rP

 

Powe

 
 

Joanne will be required to check the local paper on a 

Wednesday and Saturday which are the main jobs days and 

apply for all suitable jobs. 

As Joanne does not have internet access at home she 

needs to visit town to visit the library or Jobcentre to set up 

her Universal Jobmatch account. The Jobcentre has an 

Internet Access Device (IAD) that claimant’s can use with 

support from a member of staff so, until Joanne has built up 

her confidence using Universal Jobmatch, the Jobcentre IAD 

would be the preferred option. The Work Coach assesses 

this will take Joanne about half a day including travel to 

town, getting logged on and taking some time to have a 

‘play’ with Universal Jobmatch to find her way around.   

The Work Coach agrees with Joanne that she should then 

make a trip into town twice a week to spend time on 

Universal Jobmatch.  

As she is in town the Work Coach suggests Joanne then 

uses the rest of the day to cold call on shops in the town. 

The Work Coach tells Joanne she needs to approach the 

shop and hand in a tailored CV e.g. the clothes shops need 

the CV to highlight Joanne’s interest in fashion and the 

music shops require a piece on her interest in music. 
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Show Slide  – 16 -Case Study One – Joanne Brown (2/3) 
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As Joanne’s CV needs work, the Work Coach discusses 

attendance at a two day interviewing skills (to build 

confidence) and CV workshop. It is across the other side of 

town but Joanne says she is fine to travel.  

The Work Coach looked at Universal Jobmatch with Joanne 

at different types of customer service vacancies available in 

the town and discussed suitability of these with her. None 

were suitable for Joanne to apply for as they were 

managerial roles. The Work Coach advises Joanne to 

prepare three different types of CV to meet the needs of 

three types of retail/hospitality establishment. 

The Work Coach also suggests that Joanne contacts a local 

agency that specialises in providing temporary employment 

in the retail agency as temporary work can be a good way of 

securing more permanent employment.   

The Universal Credit approach also means that any 

earnings she receives through temporary employment 

should be adjusted within her Universal Credit claim and so 

she won’t have to keep “signing off” Universal Credit every 

time she finds work for a short time.  
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Show Slide 17 – Case Study One – Joanne Brown (3/3) 
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The Work Coach had details of a Job Club in Joanne’s 

village and made arrangements for Joanne to attend on a 

Tues/Thurs as it is within walking distance of Joanne’s 

home. The Job club is not mandatory but the Work Coach 

strongly recommends that Joanne attends as it will give her 

access to supported jobsearch.   

The Work Coach tells Joanne that any matches on Universal 

Jobmatch or via the local paper should be applied for and a 

record of all Joanne’s activity should be kept (these can be 

recorded in her Claimant Commitment Pack). At this point 

the Work Coach promoted the advantages of allowing the 

Jobcentre to have access to Joanne’s Universal Jobmatch 

account. This will make it easier for the Work Coach and 

Assistant Work Coaches to support Joanne in her jobsearch 

activities. 

The Work Coach finished the interview by summarising the 

discussion, and agreeing the Claimant Commitment with 

Joanne, making a point of emphasising the importance of 

her meeting the Commitment and the consequences of not 

doing so.  

 
 

Tip - The outputs from this interview will be a Claimant 

 

p

 

Ti

Commitment and a Claimant Commitment Pack. 
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Case Study Two -  Mark Jones 

 
 
 

  

 

On 9th January 2013 Mark sees his Work Coach for his first 

Universal Credit interview.   

Mark is 45 single with no health conditions. 

He has one child aged 15 living with him who has been in 

and out of trouble with the police and plays truant regularly. 

This is causing, Mark, the school and the authorities real 

concern. He has no other personal circumstances or life 

events that need to be taken in to account. 

Mark has a voluntary parenting contract with the Youth 

Offending Team which states that Mark must ensure his son 

goes to school and be home by 4.30pm to ensure his son is 

supervised properly after school.   

For these reasons Mark has asked if he can restrict his 

hours to school hours to fit with his parenting contract so he 

can oversee his son going to the morning school Homework 

Club which starts at 8am and can be home at 4.30pm. He 

can leave at 7.30am to drop his son off at school and go to 

work.  

He lives in a village and has no family nearby. 
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The following information was also gathered by the Work 

Coach: 

  Mark gained no qualifications at school but can 

read and write adequately. 

  Mark has no IT skills and is a bit afraid of IT 

even though his son uses IT at school. He has 

an account at the library but is not confident 

using it. 

  He worked as a gardener at the local quarry and 

as a driver for 15 years and took redundancy to 

look after his son whilst his wife went to work 

(they are now separated) –  and hasn’t worked 

for 12 years 

  He says he is not academic and outside 

work/labouring type jobs are more suited to him 

  He does have a car. Mark has to take his son 

into school although he can call on a neighbour if 

necessary on occasions. 

Has no CV. 

Has no internet access at home. 

Mark is happy to look for work providing he can leave after 

his son has been dropped off for school and can be back for 
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4.30pm.   

He is concerned that an employer will not release him to 

fetch his son or accept that he may be late on occasions 

when his son needs extra support and feels he is 

unemployable as he has no skills and also feels he is too old 

to start learning the internet now. 

 

 
 

Case Study two – Mark Jones 

 
 
 
 

This is what the Work Coach agreed with Mark. 

How does it compare with your answers?   

Some work preparation activities and short courses referred 

to might not be available in your area, if not, did you find 

other activities? 

 

 
 

nt
oi

Show Slide 18 – Case Study Two -  Mark Jones (1/2)  
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On consideration of Mark’s personal circumstances 

regarding him being a single parent with a child who 

requires some extra care and has a parenting contract with 

the Youth Offending Team, the fact that Mark is mobile and 

flexible in terms of the work he can do, the Work Coach has 
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agreed for Mark’s hours to be restricted to a minimum of 25 

hours per week and for his availability to be between the 

hours of 9:00 and 3:00 as this will allow for travel to and 

from a job.  

Mark’s Work Coach suggests that attending a CV and 

interviewing skills course may improve his confidence in 

returning to the labour market and give him some supporting 

skills in his jobsearch.  

The Work Coach also refers him to an IT course, as many 

jobs require basic IT skills, and has allowed 6.5 hours for the 

course and travel. This activity will also help with his 

jobsearch. 

Mark’s Work Coach discusses the best types of work search 

activities that will help him to find employment. This 

includes: 

  applying for vacancies in the local newspaper 

(although the main jobs day is Thursday there is 

a daily job section advertising vacancies), 

  using Universal Jobmatch, and  

 “cold calling” employers/making speculative 

approaches. 
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Prior to attending the IT course the Work Coach books Mark 

some IAD time within the Jobcentre to register on Universal 

Jobmatch with the support of a member of staff.    

Mark will be able to follow this up by booking regular 

supported time on the IAD until he is confident in using 

Universal Jobmatch by himself. 

The Work Coach finished the interview by summarising the 

discussion, and agreeing the Claimant Commitment with 

Mark, making a point of emphasising the importance of him 

meeting the Claimant Commitment and the consequences of 

not doing so. 

 

 

e

 

The Work Coach should be made aware that time-bound 

 
 

esigners Not
D

activities do not have to ‘tie-in’ with the claimant’s next 

 

day of attendance. For example:  

For a claimant who has an existing CV the Work Coach 

can request that a copy is provided within 3 days, either 

by e-mail or by hand. The Work Coach would need to 

set themselves a task to review the outcome after the 3 

days. 
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The outputs from this interview will be a Claimant 

Commitment and a Commitment Pack. 

 

 

Module Summary 

 
 

nt

Show Topic Divider Slide 20 – Summary 
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In this module you have learned: 

 

  the Claimant Commitment purpose and use 

  how the Claimant Commitment affects eligibility to 

Universal Credit 

  the need for committing to the steps on the Claimant 

Commitment 

  the sanctions that may be applied if the claimant fails to 

complete the steps 

  how to confirm the claimant’s identity has been verified 

  how to gather and record the information required from 

the claimant on WSP  
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  how to determine the claimant’s job goals and skills 

  how to diagnose the claimant’s capability and 

circumstance 

  how to set work search activities, work preparation 

actions, and other work related activities 

  how to set the Intervention Regime 

  how to preview and print the Claimant Commitment 

  how to establish whether the claimant accepts the 

Claimant Commitment or not 

End of Module 

 

 

 

WS017  

   

    September 2014 

V7.7 

 

 

  Page 29 of 29 

 




    

  

  
