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Introduction
Employer Engagement EE is a subcontractor of CDG.  CDG is a registered charity, contracted by Jobcentre Plus to provide a range of training and development opportunities to support individuals into sustainable employment.   
You are given this booklet at the start of your programme to help you make the most of your time with us.  It is important that you read and understand it.  If you are not sure about anything to do with your programme ask a member of staff for guidance.  Please keep this handbook in a safe place for your future reference. 
Employer Engagement and Careers Development Group (CDG) will make every effort to ensure your time with us is both a productive and enjoyable experience.
Our Vision

CDG’s core business and future focus is clearly set out in the organisation’s vision statement:
“As a professional charity we are passionate and proud in continually striving to develop a quality service that empowers individuals through development, recognition of achievement and success”
Your Programme

Our staff aim to help you develop the skills you need to gain and sustain employment.  We work closely with partner organisations and employers to enable people on our training programmes to gain work experience and develop valuable work related skills. 
At all stages of your programme, our staff will be available to answer any questions you may have or help with any problems.  If there is anything of a personal nature that you wish to discuss arrangements can be made to talk with you in confidence.

Whilst our staff will do everything to help you to progress and achieve your goals, what you achieve while on the programme is up to you - make sure you make the most of the opportunities that are available to you.
Information, Advice and Guidance

When you first start on your programme you will have an initial interview to explore what you want to achieve and the support that CDG can offer you. Depending on the additional support, advice or guidance you want, we will arrange for further meeting either with a member of CDG staff or one of our partners.  

We will try to provide you with all the information you need to make the decisions on your next steps, which will help us to develop your Individual Learning Plan. 

Individual Learning Plan

Your Job Focused Tutor will discuss and agree an Individual Learning Plan to get you into work.  Your plan will contain details of the training and development opportunities you will work towards as well as any other support we agree to provide.  
We will regularly review this plan with you to make sure we are helping you to move towards your goals.

Jobsearch Activities 
As the aim of the Programme Centre is to help people into work, jobsearch training and support will be the main element of your programme.  We will provide you with training, support and guidance to give you the skills that you need to be successful in your jobsearch. 
We provide a range of workshops including:
	· Overcoming hurdles to finding employment 
· Curriculum Vitae 
· Telephone Techniques 
· Analysing Advertisements
	· Skills Analysis 
· Job Leads 
· Completing Application Forms 
· Letters of Application
· Interview Techniques


During the programme you are expected to keep a record of the jobs you have applied for as well as other jobsearch activities you have completed.  This will help you to effectively manage your jobsearch activities as well as providing evidence of your active jobsearch. 
Attendance and Timekeeping
All CDG centres are open from 9.30 am - 4.30 pm. However, during the lunch hour the majority of the centres are closed. You will be advised by the Tutor at your induction if this affects your centre. 
High standards of attendance and timekeeping are expected whilst you are on the programme. You should aim to minimise absences as much as possible, for example, by arranging routine doctor’s appointments during evening surgeries.  
Hours of Attendance
We will agree your hours of attendance at the start of your programme based on the level of guidance and support you require.  Your hours and days of attendance will be confirmed in your Individual Learning Plan, and you are expected to keep to this pattern of attendance.

Fire Register and Records of Attendance
Upon arrival at the centre, it is important that you sign the fire register and state the time when you arrive and leave the Centre.  You must not sign in and out for the whole day when you arrive in the morning as this could jeopardise your safety in the event of a fire or other emergency. 
You must also complete a record of attendance for each day of planned attendance and additional time in the centre to provide a record of the hours and days you attend.  This enables CDG staff to monitor attendance against Jobcentre Plus requirements and help address any issues which could affect your chances of retaining employment when you start work.
Unplanned Absences

If you are unable to attend because of illness or for some other unforeseen reason, you must ensure that you notify us before 10.00 am on your first day of absence.  We will often be able to rearrange your attendance to enable you to continue your planned activities.    
If you stop attending without any explanation and you have not been in contact with us for 5 successive days, you will be exited from the programme.  
Absence Limits

All Jobcentre Plus programmes have set limits for permitted absence linked to the length of the programme.  Where absence limits are exceeded you may be dismissed or suspended from the programme.  
Absence is only permitted in exceptional circumstances, for example, death of a close relative, emergency medical appointment, domestic emergency or a court appearance.  Evidence will be required where appropriate.

In all cases we are here to help, so if you have any problems with attending please speak to a member of staff at the first opportunity.  
Travel Expenses and Childcare
Travel Expenses

Travel costs will be reimbursed on receipt of a completed travel claim.  Note that travel is paid by the most economical route and fares can only be reimbursed on receipt of evidence of travel ie bus/train ticket.
Childcare

Childcare expenses may be reimbursed either direct to you by Jobcentre Plus or by us, with prior written agreement from Jobcentre Plus.  Speak to a member of staff if you have any queries about this.
Confidentiality & Data Protection Policy
Policy Statement

Employer Engagement and Careers Development Group (CDG) is committed to protecting the rights, confidentiality and privacy of individuals (includes clients, learners, staff and others) in accordance with best practice and the Data Protection Act. 

The Data Protection Act 1998 regulates the processing of information relating to individuals, including obtaining, holding, using or disclosing information, and covers computerised records as well as manual filing systems and card indexes.

CDG will hold the minimum personal information necessary to enable it to deliver its services and operate as an employer and charity. All such information is confidential and will be treated with care, to comply with the law.

The policy applies to all staff, clients and learners of the organisation. Any breach of the Data Protection Act 1998 or this Policy will lead to a full investigation and, where appropriate, action being taken under the organisation’s disciplinary procedures. As a matter of good practice, other agencies and individuals working with CDG, and who have access to personal information, will be expected to have read and comply with this policy.
A copy of the full version of the policy can be requested from a member of staff. Employer Engagement’s health and safety policy can be downloaded from their website.
Health and Safety
Policy Statement

Careers Development Group recognises and accepts its responsibilities as an employer to ensure, so far as is reasonably practicable, the Health, Safety and Welfare of all its employees whilst at work and that of other people who may be affected by our activities.

CDG believe that the maintenance of Health and Safety standards has positive benefits to the organisation and that commitment to a high level of safety makes good business sense. It also recognises that Health and Safety is a business function which must continually progress and adapt to change.
The approach to Health and Safety will be based on the identification and control of risks. In light of the benefits to be gained, appropriate levels of resources will be allocated to ensure Health and Safety within the organisation. A positive culture will be encouraged and senior management shall actively support this.

CDG will ensure that all employees and clients are kept informed of the requirements of Health and Safety legislation and changes in legislation.  

This policy and the associated arrangements shall operate in accordance with legal requirements, codes of practice and guidelines issued by statutory bodies.  
Health and Safety Responsibilities

All members of staff and clients have responsibilities towards maintaining a healthy and safe environment within the CDG office and during all activities relating to CDG’s business.   If you wish to see full details of these responsibilities please ask a member of staff.  

The Chief Executive and Senior Management are responsible for ensuring all requirements of law are met; that premises, machinery and materials are safe and for monitoring the effectiveness of Health and Safety policy and procedures. 
Clients must ensure they do not put themselves or others in danger as a result of their actions or lack of action and must abide by CDG’s Health and Safety policy and procedures and all Health and Safety instructions given to them by their trainer or other responsible person.

Emergency Evacuation Procedures
Details of evacuation routes, assembly points and other evacuation information are clearly displayed within our centres.  If any of the evacuation arrangements for your centre differ from those listed below, you will be advised accordingly during your Induction.

Should an emergency evacuation of the building be required, a continuous alarm will sound.  On hearing the alarm:
· Leave the building IMMEDIATELY by the route indicated by a member of staff or by the safe route signs posted along the corridors.  If your building has a lift, you should NOT use this but evacuate via the stairs.

· Go immediately to the Assembly Point as notified by a member of staff.  A fire register check will be taken.

· DO NOT run or stop to collect personal belongings or leave the Assembly Point until everyone has been accounted for and you are given instructions that it is safe to re-enter the building.
To tamper with Fire Alarms, Fire Extinguishers or any other Emergency or First Aid Equipment is in breach of the Health and Safety at Work Act and will result in your immediate suspension from the programme. 

First Aid

Anyone requiring first aid should report to a member of staff who will contact one of the First Aid Reps. You must ensure that any accidents are recorded in the Accident Book.  
Equal Opportunities
Employer engagement and Careers Development Group operate an Equal Opportunities Policy throughout their organisations.  This means that whilst you are on any of our programmes or visiting our premises you can expect not to be treated any less favourably on the grounds of Race, Gender, Disability, Social Class, Age, Sexuality or Religion.  This applies equally to both clients and employees.  
If you would like further information on this policy please ask your tutor to show you the full policy.  Employer Engagement Equality and Diversity Policy and Safeguarding Policy can be downloaded from www.employer-engagement.co.uk. However, the key points are:

· All clients will be helped and encouraged to reach their full potential.

· Everyone is entitled to an environment where people are treated with respect and dignity.  No form of intimidation, bullying or harassment will be tolerated.  

· CDG aim to ensure all learners receive appropriate training for their needs.  Training will be provided in accordance with their individual action plan and not determined by race, gender, disability, social Class, age, sexuality or religion.  

· Provision will be made accessible to all.  Where barriers exist, we will take reasonable steps to help overcome them.  

· If English is not your first language, additional support may be available. 

In order to monitor this policy, you will be asked to provide some basic information when you start the programme on your ethnic origin and disability status.  This information will be treated as confidential and it will not be used for any other purpose other than compiling equality and diversity statistics.
If you feel you have not been treated in accordance with this policy, please follow the Grievance procedure to make a complaint.  
Conduct
In order to maintain a safe and friendly working environment, all of our clients are expected to follow the standards set out below at all times for the duration of their programme.
Standards of Conduct
Clients must at all times:

· Follow the Equal Opportunities guidelines and behave in a considerate manner towards fellow clients and staff.  If you have any questions regarding Equal Opportunities, a member of staff will be happy to clarify any points.
· Arrive on time for your sessions or appointments and ensure that all agreed hours of attendance are met.  If you cannot attend your session you must inform a member of staff in advance and where possible at least 1 day beforehand.
· Dress in an appropriate manner suitable for a job Interview - presentable, clean, neat and tidy.
· Act in a responsible manner regarding the Health & Safety in the centre or while on work placement.
· In the interests of Health & Safety help to keep the centre tidy, leaving an area as you would expect to find them and report any accidents and hazards to a member of staff immediately.
· Respect the company’s resources (including refreshments) by not maliciously damaging or removing them from the centre.
· If you have a visitor please ensure that they do not enter the centre without prior permission from a member of staff.  They must sign the Visitors Log upon arrival.
· Alcohol and non-prescribed substances are not allowed in the centre and anyone believed to be under the influence of these substances will be asked to leave the premises.
· Private calls and text messages on personal mobiles must be kept to a minimum during attendance at the centre.

Computer Guidelines

The computers are made available for clients to type CVs and letters, and to assist in your jobsearch. To protect us, you and other clients from viruses or misuse of the computers we ask that you read and adhere to the following rules below:
· Do not attempt to download packages/applications AT ANY TIME or view websites that are not related to your job search activities.

· Do not tamper with the settings on the computers or delete anything.

· Do not bring disks into the centre or load any files or programmes onto CDG computers.  We will provide you with disks to store your work onto. 
· Disks should be stored in your client folder as per your tutor’s instruction, and not taken home.

· All CVs will be saved to a secure area within the CDG server.  If you require a copy of your CV or letter, please contact your Tutor who will transfer the information onto disk.

· All work is typed in Microsoft Office software packages, if you are having problems with the computers, please ask a member of staff to assist you, not a fellow client. 

· Clients who need to communicate via Email must use their own accounts. Clients who are unable to setup an account should ask a member of staff for assistance.

· During busy periods limit yourself to half hour’s computer use to allow others an opportunity to access the computers and internet. Use the Computer Booking Form (if applicable).

· Food and drinks are not permitted near to any computers or printers.
Customer Feedback & Disciplinary Procedures
Compliments, Suggestions & Complaints

We can only improve our service with your help.  Please tell us if you would like to offer any suggestions or compliments or if you are dissatisfied with our service.  You can do this by speaking to any member of staff, by writing to the local manager or completing a feedback form
Each compliment or complaint received will be referred to the appropriate person and complaints will, wherever possible, be resolved immediately to the satisfaction of the complainant.  If this is not possible we promise to acknowledge the complaint in writing, and advise you of details of an impartial member of staff who has been allocated to deal with the investigation.  If a full reply is not immediately available we will keep you informed of progress on an ongoing basis.  

Disciplinary Procedure

As with any team working together there must be certain agreed rules and standards of behaviour to ensure that the delivery operations work as smoothly and efficiently as possible.  Where behaviour does not meet the expected standards disciplinary action may be taken.
Reasons for disciplinary action may include (but is not limited to) failing to participate as required in your programme (including unsatisfactory attendance), general behaviour towards staff or other clients; misuse of CDG’s equipment or property and failure to abide by Health and Safety practice or rules.
There is a formal procedure that will be implemented in the event of any of the above.  The full details are on display at your centre.  The procedure consists of:

1. a verbal warning

2. a written warning 

3. final written warning

4. dismissal from the programme

It should be noted that you can enter the disciplinary process at any point depending on the seriousness or type of misconduct.  Copies of any disciplinary action will be held on your file.  Should you feel that any disciplinary warning or action is unjustified, you can appeal in writing, to the Area Manager within 5 working days of receipt of the warning letter/action.
Gross misconduct 

An offence of the following or similar nature (the list is not exhaustive) will constitute gross misconduct and if proven render the individual subject to summary dismissal:

· theft or fraud

· fighting physical violence 
· disregarding for health and safety

· drunken behaviour 
· making false statements 

· viewing pornography or similar material (including accessing this on the internet) 

· any serious form of direct or indirect discrimination contrary to the Company’s Equal Opportunities Policy
Centre Facilities and Domestic Arrangements
Refreshments

Tea, coffee, and water are provided for your convenience, although the availability of kitchen facilities varies between sites.

Smoking

For the benefit of everyone’s health and safety, and in compliance with new legislation CDG operates a “no smoking” policy in all buildings and vehicles.  

If you need to smoke please do so outside the premises in the designated areas.  
Stationery & Training Resources

A range of stationery is provided free of charge to carry out your jobsearch and training activities.  You will also be provided with all training resources (work books, e-learning material, storage media etc) that you need to successfully achieve the goals set out in your Individual Learning Plan.

Telephones / Fax

There are telephones and fax machines available for client use as advised during induction. Calls to mobile phones/premium rate numbers are not allowed and call barring is activated on CDG phones – should you need to call a mobile number for interview purposes, please ask a member of staff.
Newspapers

CDG provide a selection of daily newspapers (both national and local).  If there is a publication we do not buy and you need it for your job search, please ask a member of staff, as we may be able to obtain it.

Please photocopy any relevant information from the papers, (do not write on them or tear them as other people will need to use them) and return to their correct rack once you have finished using them.
Computers / Internet

Computers with internet access are available for you to use for job search or typing CV’s, application letters etc.  Please do not bring your own floppy disk, CDG will provide you with a blank floppy disk.  Whilst at the centre, please do not use the disk on external computers.  You can keep your disk when you leave the programme, if you wish.
Leaving the Programme
Going into work

Please inform CDG of success in gaining employment, even if it is part-time and / or temporary – so that we can update our records and offer you additional support if required.  
Leaving the programme early

If you decide to leave the programme before your expected end date you must inform your Tutor so they can make the necessary arrangements and complete any required paperwork.  

We have to notify Jobcentre Plus when you leave the programme and it is important that you also advise your Jobcentre in order to confirm your change in circumstances and, if necessary, to recommence signing on.
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