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Participant Hold Request Form
Most recent update: 25 June 2026

Part 1 - please answer all questions in this section
	Local Authority (official use only)
	CEC
	
	CW&C
	
	WBC
	



	Participant title
	Mr
	
	Mrs
	
	Miss
	
	Ms
	
	Other
	

	First name
	
	Surname
	

	National Insurance number
	
	



	Participant employment status (tick one)

	Unemployed at registration, still unemployed
	
	Unemployed at registration, now in work
	

	Employed at registration, in their original job
	
	Employed at registration, now in a new job
	

	Employed at registration, now unemployed
	
	



	After acknowledging Connect to Work eligibility and suitability, I understand that the participant’s decision to take a break in participating will not alter their allotted end date, and their weeks on programme will continue to accrue during this period.


	Tick to confirm
	
	

	Length of hold in weeks (not to exceed 8)
	

	I confirm that the length of time on hold will not exceed allotted end date on programme (tick)
	

	Date the participant will receive a check-in*
	

	*check-in is a call/text/email from advisor or supporting colleague to see if circumstances have changed and participant is ready to re-engage

	I acknowledge that once the participant’s time on hold has ended, I will attempt to re-engage the participant or complete an Exit Form if they no longer wish to take part in Connect to Work (tick)
	



	Please indicate why the participant would like to be placed on hold

	



Part 2 - this section to be completed by Area Lead
	Name of authoriser (Area Lead) 
	

	Name of Employment Specialist/Workplace Officer
	

	Date of authorisation
	




Please email the completed form to connecttowork@cheshirewestandchester.gov.uk
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