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Friday Surgery and Job Search Evidence Guidelines
Friday surgeries are an important part of the scheme and will be held every 2 weeks. These surgeries are to make sure we are helping you keep on track and to deal with any problems that may arise.  You will know by now that our aim is to get you a job and to keep on track we need to ensure your motivation is as high as it can be and that we are doing all we can.

When you come to The Friday Surgery you need to bring with you

· Your completed timesheet for that week

· Any travel forms if you wish to claim travel

· Your job search folder with latest applications and application forms
· Ensure that your Google Timeline has been updated with job search details

Job Search Evidence
During the 13 weeks on programme you are required to do a minimum of 6 hours job search per week on top of the 24 hours in placement.

This MUST be evidenced to us on a weekly basis and instructions on how to do this is as follows;

We would have emailed you a link to Google Docs. This will provide you with a timeline to plan your job search activity over the 13 weeks and also weekly tabs, on which to record the job applications you make. If you do not have internet or computer access then please let us know so we can provide you with a paper alternative.

1. Before you start on placement you must ensure you have completed your timeline and made a plan of what you aim to do over the 13 weeks.

2. On a weekly basis you need to record the applications you have made on the corresponding week number.

3. To back this up, evidence of these applications need to be sent to us either by email or post. Alternatively you can bring them with you to your Friday Surgery meeting.

The sole purpose of our programme is for you to find a job as soon as possible! Therefore, job search is a vital element of the programme.

Failure to do this will result in disciplinary action as follows.

1. Verbal warning

2. Written warning

3. Dismissed from the scheme

If you need to discuss anything further then please contact Sam or Leila on 0845 270 8131.
Please keep a copy of this and use it as a check list before your Friday surgery meeting.

I confirm that I have read the above and understand the Friday Surgery and Job Search procedures.

Name:
__________
_


Signature:____________
_________
   Date: _________
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