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INDUCTION INFORMATION FOR NEW DEAL GRADUATES

By now, you will be about to start a work experience programme under the Jobcentre Plus New Deal Scheme through Employer Engagement, who are working in partnership to provide this programme.

The aim of the scheme is for you to gain work experience in the field you are interested in and possibly want to develop a career in. The work experience will get you out of the “No experience, No job” situation. 

Whilst at your placement, you will visit Employer Engagement on a regular basis for Friday surgeries and should there be any problems please do not hesitate to contact them.

Until we have found you a suitable placement you will need to attend our centre for 24 hours per week for training seminars, one to one support and job search activities. We aim to get you placed as soon as quickly as possible.
It is vital you communicate any changes in your circumstances (e.g. change of address / tel. number). Also, if you are not enjoying your placement for any reason talk to your monitor so the issues can be discussed and a solution found. If necessary, you can have your placement transferred.

If you are successful in getting a paid job at any time – you must tell us! This is the point of the scheme and it is important that we know. To find paid work, we will endeavour to support you as much as you need and want – this is what we are here for.

Please be aware that there is no guarantee of a job at the placement company, but you will gain valuable experience to increase your skill and knowledge, and you will most definitely enhance your CV.

Contact at Employer Engagement: Sam Shanley, Leila Hermansson & Amendeep Johal.
Tel: 0845 270 8131
Address: Refuge House 49-50 North Street BN1 5RH
This pack outlines:

· Health and Safety

· Attendance Requirements
· How to fill in your Timesheet
· Individual Training Plan

· Period of Training

· Travelling Expenses

· Monitoring Visits

· What we expect of you
· Declaration
· Policies: Equality of Opportunity, Health and Safety, Safeguarding

· Useful contacts

1.     Health & Safety

All organisations are bound by Health & Safety laws. Basically, all employers have a duty to provide a safe working environment for you and must provide any safety or protective equipment necessary in order for you to do your job e.g. hard hat and safety boots in the construction industry. Hazards in the work place should be assessed by a risk assessment and measures taken to minimise risks to employees.

You also have a duty to work in a safe manner, to not endanger yourself or anyone else.

Before you start, Employer Engagement will have carried out an H&S vet, which means that we have assessed the work placement for all aspects of safety. Where they are lacking, we make recommendations for improvements and follow them up at the next visit. If the place is clearly not satisfactory you will not be able to start until these aspects are put right, or in the worst case scenario, we will have to find you a different placement.

Organisations that have less than 5 employees are not bound by some of the H&S regulations e.g. formal risk assessments; however, we do encourage them to at least think about possible hazards.

Many of the environments in which you will be working will be low risk, in H&S terms, because many of them are office environments rather then factories or production lines.

If you have any concerns about anything, including H&S issues whilst at your placement, please bring them to the attention of Employer Engagement immediately.

2.     Attendance Requirements

2.1 TIMESHEETS
You need to complete a Jobcentre Plus timesheet for each week you are on the scheme.

The hours must be at least 30 hours per week- it is fine if it is more!

Exceptions to this are:

a) if there is a Bank Holiday in the week

b) if you are sick

c) if you have authorised absence

Most of the codes for each day will be “P” for “project/placement”, but when you are on the Job Seekers Training, it will be "T”.

“J” is for “job search” and should be 6 hours per week. It may be more towards the end of your placement, when we place more focus and emphasis on this activity.

Sickness and absence are recorded on the back of the timesheets and need an authorisation signature by Employer Engagement and confirmation signature from your manager.

All timesheets must be signed and DATED by you and your work placement manager ON OR AFTER THE LAST DAY OF ANY ACTIVITY and brought/posted to the offices of Employer Engagement on Friday which is job search day.

HOW TO FILL IN YOUR TIMESHEET

Your timesheets are legal documents so it is very important that you complete them correctly!

Timesheets must:

1. Be completed at the end of each week and dated at the end of each week. If you work or do job search over a weekend the signatures should be dated on the following Monday.
2. Your signature and supervisor’s signature must be original signatures.

3. DO NOT use Tippex. Cross out and initial any mistakes or re-write a new one.
4. If sections are left blank or completed incorrectly then they will have to be returned to you for completion. 

5. If you are more than 2 weeks behind with time sheets then this will result in dismissal from the scheme which may impact on your benefit payments.

Timesheet sections

Part 1- Participant Provider Details

Participant Name                          Your name                                          

National Insurance Number          Your NI number                     

Provision type                                New Deal for Graduates

Project/ Placement                        the name of the Company for whom you are working 

Provider name                               Employer Engagement 

Provider Reference                       AAA 22 56 01 
Part 2- Attendance/Participation Details

Week commencing date               The Monday of the week you are referencing               

Week number                               The number of the week you are on 1-13 

Length of provision                       13 weeks 

Hours of participation                    30 hours (this must be at least 24 hours in placement and 6 hours job search)

Holiday absence limit                    0 days 

Overall permitted absence limit    5 days 
Total holidays B/F                         Days holiday had so far

Total permitted absences             Days sick/absences so far

Unexplained absences                 Any other absences not recorded elsewhere 

Start time/Finish time am             The time you arrive at the work placement,      

                                               training etc. until you break for lunch

Start time/ Finish time pm             When you return from lunch until the end of the 

                                                day
No. of hours                                  Add up the number of hours in the morning and   

                                                afternoon sessions and write into the relevant box 
Code                                           Add code from list. Most will be “P” for Project

                                                    Placement. “J” for when you carry out your job search.
Signatures                                 Both yourself and your manager need to sign the

                                                  Sheet and date it on or after the last day of activity. Original signatures!

Part 3- Holidays

Absence can be authorised for up to 5 days during the period of your placement (per 13 weeks). This must be agreed with your manager and also authorised by the New Deal Manager. You are not allowed to travel abroad under the details of the Job Centre Plus scheme. If this situation arises you have to leave the scheme and then re-start.

Part 4- Sickness

This section must be completed if you are absent due to sickness.

Part 5- Explained absences

This section must be signed, if you have any other absence by someone from Employer Engagement.

N.B. Christmas holidays must be recorded in your timesheets.

Part 6- Unexplained absences

There shouldn’t be any of these.

Part 7- Declaration

If there are any absences, for whatever reason, this section must be signed by yourself and your manager.

Job search activities can include any or all of the following and should total at least 6 hours per week on average:

· Advert searches e.g. relevant publications, newspapers, trade journals, job points in job centres

· Internet searches for jobs, agencies, relevant companies

· Research on companies and on how your chosen industry operates

· Updating / improving your C.V.

· Sending speculative C.V. and covering letter, telephone contact with target businesses

· Interviews

· Practice interview with Employer Engagement  and work placement employer

· Work Placement and Job Search review with mentor

· Visit to Programme Centre

· Developing a portfolio / evidence of work

· Meetings with NDPA every 2 weeks

· Networking

If there are any queries regarding your timesheets then speak to Amendeep Johal, Leila Hermansson or Sam Shanley on 0845 270 8131.
Friday Surgery

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. They will be held by one of our mentors and will usually be every fortnight.
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,

· And you need to ensure that your Google Timeline is up to date so that you can review your progress together.
2.2   IF YOU ARE SICK
If you are unwell and are not able to go into work, then please let your manager (or someone else at the organisation) know as soon as possible, but no later than an hour after your expected time of arrival. This is what happens in all organisations and it is the expected protocol. I would be grateful if you could call Employer Engagement too so that we are aware of the situation.

If you are absent for more than 5 working days, you will need a doctors certificate.

If you are absent for more than 10 days then you will be officially dismissed from the scheme. These are the Jobcentre rules. 

2.3  OTHER ABSENCES

We would obviously prefer you not to have any reason to be absent, but there is a leave allowance to cover emergencies, and so forth. The maximum leave allowance over the 13 week period is 5 days.

Any absence must be agreed beforehand with Employer Engagement.

In emergencies or special cases e.g. close family bereavement, please ring Employer Engagement (or ask someone else to ring us) to let me know the situation. I can then assess your needs and liaise with the Employment Service to establish the best course of action.

3.     OCN award “Interview Skills”

At your first visit, you will have been given an Open College Network (OCN) workbook. The book is set out giving information, principles and theory followed by activities to complete and will help you to develop the necessary skills you will need to help you get back into full time work. By now it should be almost complete and ready to be marked by an Employer Engagement advisor. Once the standard has been reached you will be assessed by a Professional Discussion conducted by an external assessor and you will receive a certificate as proof of you completing the unit.

4.
  Individual Training Plan

During your induction you will also complete an Individual Training Plan (ITP) and a New Deal Progress Timeline. The ITP will help you to set out your employment objectives, the obstacles and barriers you plan to overcome and the objectives of your work experience placement, and the Timeline will help you to set targets for yourself and clarify exactly what you need to do each week to get a job. When completed, they will then be sent to your NDPA to be countersigned.

5.     Period of Training 

For those who are aged 18 – 24 you are on FTET and your period of training is for up to 13 weeks

For those aged 25 + you are on IAP and your period of training is 13 weeks

6.     Travelling Expenses                                                                              

As part of being on the scheme you will be paid an extra £ 15.38, of which £4 is toward travel.  If you walk or cycle to your placement you keep the £4 as an incentive for not adding to global warming.  However any travel costs over £4 will be paid by Employer Engagement so you must keep all receipts for travel cards, tickets etc as evidence or we will not be able to reimburse you!  It is a good idea to make sure you have a New Deal Travel card to lower your outgoings each month.

You are required to keep a record of your travelling expenses and confirm with a signature that you have received reimbursement. A form is provided for you to do this. It is easier if you give us your bank details and we can organise payment easily through internet banking. You still need to keep receipts as evidence though.

If there are any problems with this, please let Employer Engagement know immediately.

7.     Mid placement Review       

As well as the Friday Surgery’s you will be contacted in the work placement to ensure that all is well and to create an opportunity to raise any issues with your placement supervisor.

We will discuss together how you are progressing, what you have been doing, what skills and knowledge you have gained from attention to specific skills e.g. computer software and communication.  This is usually held half way through the placement.
8.     WHAT WE EXPECT OF YOU

1.     We expect you to communicate honestly with us:

       a)     any change in circumstances

             e.g. address, sickness, other absences, if you have got a job 

    b)     at monitoring visits and Friday surgeries to tell us what you have been doing, what you have achieved, what you have had difficulties with, any other problems, areas for  etc.

 2.     We expect you to complete the necessary forms for the Jobcentre, especially the    Timesheets
              You will be given these forms. E.g. timesheets (ND4), after you are successful in getting a      

               paid job (ND20) and our own evaluation form. 

      3.     We expect you to work towards a recognised qualification.
This is the completion of the OCN workbook which must be finished before the commencement of your placement. You will be given as much support as you need for this open learning book.

             Our aim is to support you in your work experience placement as much as you need. If you are

             having problems of any sort, please let us know if we can help- we’ll at least try!

             We hope you find the scheme worthwhile and that it meets your expectations. If it doesn’t, tell 

             us! We’ve had a 90% success rate so far in getting people straight into paid employment in the

             field they wish to pursue, so let’s hope you are the next one!  
DIVERSITY and EQUALITY POLICY

Employer Engagement is committed to equality and diversity and sees this as part of empowerment for the business and its customers and service users.

GENERAL STATEMENT OF INTENT

Employer Engagement is committed to promoting equality of opportunity both within the businesses and with the customers and other organisations it works with. Employer Engagement recognises that the strength of the business is built on the understanding of individual strengths and differences and seeks to respect these.

We recognise that certain groups and individuals in society are disadvantaged because of discrimination experienced for example as a result of race, colour, nationality, belief or religion, sexual orientation, gender, marital status, physical or mental disability, trade union activity, caring responsibilities, HIV status, age or class.  

There may be other areas where people experience discrimination and we will work towards an anti-discriminatory environment, based on an open discussions with partners, employees, businesses in the community and other workers related to the project on perceptions of discrimination.  

We further recognise that discrimination can be direct or indirect and takes place at both institutional and personal levels.  We believe that such discrimination is unacceptable and we are committed to ensuring equal treatment for all in terms of employment of staff, the business community, and in all aspects of the business’ service delivery.

We expect all employees and other workers associated with the business to be responsible for ensuring the implementation of this policy.

This policy sets out the business’ approach to diversity and equality in employment that seeks to ensure that no employee, contractor, temporary worker or job applicant receives less favourable treatment than another person on the grounds of: 

gender; 

marital status;

sexual orientation; 

race, language, ethnic or national origins and nationality (including citizenship);

religious belief;

disability and / or medical conditions;

age;

whether they have dependants;

trade union membership status and activity and or political views/ affiliations.

Business staff
We believe that employees and potential employees should be treated equally and fairly in recruitment, selection, promotion, training and career development.  Individuals will be selected, promoted and treated on the basis of their abilities and merits in relation to the requirements of the job and the business needs of the organisation.  They will be given an equal opportunity to use their ability and to develop their skills.

We are committed to providing equality of opportunity for all by eliminating unwarranted and inappropriate discrimination.  We will do this by ensuring that our practices reflect relevant employment legislation and good practice and that employment decisions are based upon job related, objective criteria.  We are also committed to encouraging diversity amongst staff to reflect the community we serve.

Management and Employee Responsibilities

Whilst the role of the manager is important in making this policy effective, there are also duties placed upon employees, which are outlined below.  The success of this policy relies on the understanding and support of all employees and it is important that everyone takes account of the policy when managing staff or dealing with each other.  

As an employee you have a personal responsibility to comply with this policy and abide by legislation, when:

a)
recruiting staff;

b)
making decisions about work related opportunities, promotion and reward issues;

c)
managing performance, appraisals and the allocation of training;

d)
dealing with requests for flexible working and career breaks;

e)
managing pregnant workers and those with dependant care responsibilities;

f)
making selections for redundancy;

g)
dealing with colleagues on a daily basis.

Employees should not:

a)
discriminate against colleagues, other workers or job applicants, or harass 
   them;

b)
encourage or try to encourage staff to treat others unfairly or to practice   unlawful discrimination;

c)
victimise people who have made allegations or complaints of discrimination or who have provided information about such discrimination.

Where employees commit an act of unjustified or unlawful discrimination or allow discrimination to occur without taking appropriate action, then they could be liable to a claim being brought against them as an individual at an Employment Tribunal.  They could also be liable to disciplinary action in accordance with their terms and conditions of employment.

Sex and Race Discrimination

Sex and race discrimination occurs when someone treats a fellow employee or worker less favourably on the grounds of their race or sex or due to a characteristic or assumption about their race or sex.  For example, if someone assumes that a female employee with children cannot work as well as an equivalent male member of the team and is therefore given less important work, then this would constitute direct sex discrimination.

Sexual Orientation and Religious Belief

As an employee you are legally protected from discrimination and harassment at work on the grounds of sexual orientation, religion or belief.  This applies throughout the employment relationship, including during the recruitment process, in the workplace, on dismissal and, in certain circumstances, after employment has finished.  It also applies to terms and conditions, pay, promotions, transfers, training and dismissals.

Employees should not be:


treated less favourably than others on the grounds of their actual or perceived sexual orientation or because of their religion or belief;


subject to procedures or practices which treat people differently because of their sexual orientation, or religion or belief (which cannot be justified in objective terms);


harassed (see definition below) because of their sexual orientation, religion or belief;


victimised (see below). 

Harassment

Harassment means any unwanted behaviour that makes someone feel intimidated, degraded, humiliated, or offended and that includes teasing, name-calling and inappropriate gossip. The perception of the victim is important, as what might be acceptable to you could be offensive to someone else.

Conduct which can constitute harassment can include the following types of behaviour:


unwanted physical contact, offensive flirting;


abuse, including offensive language, suggestive remarks, suggestive whistling or inappropriate e-mails; 


visual display of offensive posters, graffiti, suggestive gestures or use of inappropriate internet sites;


conduct such as sexual or racial ridicule, offensive flirting, (repeated from above) intimidation or abuse;


insensitive remarks relating to sexual orientation, race, gender, disability and religion.

Disability Discrimination

Discrimination against people with disabilities can take two forms, namely less favourable treatment on the grounds of their disability or a failure to make a reasonable adjustment(s) to accommodate their disability.

It is important to remember that it is not only people with visible disabilities who fall within the definition of people who are disabled.  The definition of disability is quite broad and extends to anyone who has a serious physical or mental impairment which has lasted for a long time and which has a substantial effect on their normal daily activities (including home related daily activities, such as preparing and cooking meals).  It is not exclusively related to someone’s ability to carry out their job.

We are committed to employing people with disabilities where they are the best person for the job and we will shortlist any candidate who declares that they have a disability and guarantee them an interview, where they meet the essential requirements of the job.  We will also provide support and assistance for candidates during the selection process to ensure that any special requirements are met.  The selection process will include a discussion to assess whether adjustments are needed to accommodate the candidate’s disability.

Where someone in the team is having difficulties due to a disability, then this should be discussed with them to see if any assistance can be offered.  This is often referred to as making a reasonable adjustment.  This means that you should consider if changes could be made to the workplace or to the way the work is done which would help the person with the disability to do their job.    When considering what is a reasonable change, account should be taken of how much the changes would costs and how much the change would help.

Employees who have a disability and think an adjustment to their job might help have a duty to bring this to the attention of their manager.

Age

The business adopts the Government’s Age Diversity in Employment Code of Practice, which promotes good practice in six areas of the employment cycle: 


Recruitment 

Recruit on the basis of the skills and abilities needed to do the job.


Selection 

Select on merit by focusing on application form information about skills and abilities and on performance at interview.


Promotion 

Base promotion on the ability, or demonstrated potential, to do the job.


Training and Development 

Encourage all employees to take advantage of relevant training opportunities.


Redundancy 

Base decisions on objective, job-related criteria to ensure the skills needed to help the business are retained.


Retirement 

Ensure that retirement schemes are fairly applied, taking individual and business needs into account.

Victimisation

Employees have the right not to be victimised or treated less favourably because they have made a complaint about discrimination during either present or previous employment.  This also applies if they intend to make a complaint or they have assisted someone else’s complaint by giving evidence or corroborating a story.  If for example someone tells you that they have previously brought a claim for discrimination at an Employment Tribunal, you should not use this information to treat that person less favourably than others, e.g. by assuming that they are a “troublemaker”. 

Monitoring

We continually seek to improve our performance on equality, and so we monitor the effectiveness of our Diversity and Equality in Employment Policy by collecting data on potential recruits and existing employees.  The data collected is used confidentially for the purpose of employment related issues (i.e. identifying areas where action may be required) and when reported upon is anonymous.  The information collected is not considered as part of the selection process.    

Breaches of the Policy

All the parties mentioned in this policy have a duty to respect and comply with this policy and unjustified discrimination of any kind and complaints will be treated seriously and fully investigated and appropriate action taken.  For employees this can mean formal disciplinary proceedings which could result in dismissal.

If you have a complaint, then you should direct this to Simon Mahony

For further information

If you require further information, then please contact Paul Mitchell.

HEALTH & SAFETY POLICY

General Statement

1. Employer Engagement will, so far as is reasonably practicable, take all the steps necessary to ensure the health, safety and welfare of all employees and clients and will conduct business in such a way as to protect all other persons who might be affected.

2. Overall and final responsibility for health and safety in the company is that of Mr Simon Mahony, Managing Director.

3. The Managing Director is responsible for this policy being carried out at the premises at: 11 South Road, Brighton, East Sussex BN1 6SB

4. Employer Engagement as a corporate body, acting where appropriate through delegated officers, has an overall responsibility for the health, safety and welfare of its employees and clients. In particular, the Managing Director is responsible for implementing policy and he may delegate specific duties to appropriate members of staff working for the company, or to employers providing work experience.

Work Experience placements- Employers

Where graduates are placed elsewhere, i.e. on work experience placements, the employer of that organisation will be responsible for the health & safety in the client’s work placement.

Employer Engagement  will endeavour to ensure that for work experience and periods of ‘on-the-job’ training, clients are attached to employers who will, as far as is reasonably practicable in particular circumstances provide:-

· Safe plant, equipment and working practices.

· Proper information, instruction, training and supervision to enable clients to undertake their duties.

· Safe access to and from the workplace, including clearly defined emergency exits.

· Proper arrangements for the safe use, handling, storage and transportation of articles, materials and substances.

· Healthy working environment.

· Reasonable welfare facilities.

· Arrangements for the recording of accidents, incidents and hazards.
SAFEGUARDING POLICY

· Employer Engagement (EE) adheres to a strict policy of Safeguarding to protect learners, staff and associates.

· All employees and volunteers that come into direct contact with learners shall undergo Standard Disclosure CRB checks before they are allowed to work with clients and from the 12th October 2009 this will revert to checks with the ISA.

· Quality assurance of this policy and its application shall be reviewed during the self assessment review which is conducted every year.  We will look at feedback from learners and results from the mid placement questionnaires.

· Safeguarding training forms part of the EE induction process for all front line staff and is imbedded into the appraisal system.

· Whilst in some situations first aid, shaking hands and sport for example physical touch is necessary it should be avoided if possible and permission sought if this is appropriate.

Definitions of Abuse

A consensus has emerged identifying the following main different forms of abuse:

• physical abuse, including hitting, slapping, pushing, kicking, misuse of medication, restraint, or inappropriate sanctions;

• sexual abuse, including rape and sexual assault or sexual acts to which the vulnerable adult has not consented, or could not consent or was pressured into consenting; being exposed to inappropriate material 

• psychological abuse, including emotional abuse, threats of harm or abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation or withdrawal from services or supportive networks;

• financial or material abuse, including theft, fraud, exploitation, pressure in connection with wills, property or inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits;

• neglect and acts of omission, including ignoring medical or physical care needs, failure to provide access to appropriate health, social care or educational services, the withholding of the necessities of life, such as medication, adequate nutrition and heating; and

• discriminatory abuse, including racist, sexist, that based on a person’s disability, and other forms of harassment, slurs or similar treatment- 

Complaint Procedure

· Should you need to complain about alleged abuse you should;

· Contact the managing director Simon Mahony on 0845 270 8131 or the Non executive Director Paul Mitchell on the same number- or if you think your worry is serious you may want to contact the Police directly.

· You will be asked to clarify the details of your concerns to those people who need to listen to your concerns 

· before the meeting you will be invited to bring someone to support you
· We aim to have this meeting within 24 hours of you reporting the incident 

· If you make contact with senior staff here we will summarise your complaint in writing for you to agree with the details of this meeting.  Our discussions will be confidential and we will gain your permission before disclosing details to the relevant authorities or key personnel unless there is a risk to you or to others. 

Procedure for Staff 

· The Managing Director or Non Executive Director both of whom can assume executive decision making in such an incident will take the appropriate action and in consultation with Police and Children’s Services if deemed necessary will suspend the member of staff involved whilst further investigations are carried out.  The employee is entitled to full pay during the investigation period. A member of staff who is suspended or under investigation is entitled to call on an advocate to attend any meetings.

· The Managing Director and or the Executive Director shall inform the appropriate authorities should it be deemed serious enough

· If the allegations are upheld the staff will be disciplined in accordance with the Employer Engagement disciplinary procedures.

· If the allegations or internal investigations are not upheld this fact will be communicated as fully as possible to the Employer Engagement team. The result of any complaint shall lead to a full review of processes with a view to continuous improvement.

Allegations outside of Provision

Should you meet clients outside of provision it is necessary that you maintain a duty of care to that individual and declare any relationship that could compromise your professional relationship.
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USEFUL CONTACTS
General 
Citizens Advice - www.citizensadvice.org.uk
The Citizens Advice service helps people resolve their legal, money and other problems by providing free, independent and confidential advice.
Direct.gov.uk - www.direct.gov.uk
The official UK government website for citizens
Debt
National Debt Helpline – 0808 808 4000/ www.nationaldebtline.co.uk
The helpline provides free confidential and independent advice on how to deal with debt problems.

CCCS – 0800 138 1111/ www.cccs.co.uk

The Consumer Credit Counselling Service is a registered charity whose purpose is to assist people who are in financial difficulty by providing free, independent, impartial and realistic advice.

Insolvency Service - 0800 074 6918/ www.insolvencyhelpline.co.uk
A national debt advice and debt management advisory service.

Payplan - 0800 716 239/ www.payplan.com
Debt management and free confidential debt advice on resolving debt problems. No upfront fees for Individual Voluntary Arrangements.
Annulment Funding Company Limited - 0121 333 5005/ www.annulmentfunding.co.uk

Funds are only available to debtors who own a property with equity.
Tax

TaxAid - www.taxaid.org.uk
A UK charity providing free tax advice to people who cannot afford to pay a professional adviser. The service is independent and confidential.
HM Revenue and Customs - www.hmrc.gov.uk

Family and Personal

The Samaritans - 0845 790 9090/ www.samaritans.org
The service is available 24 hours a day for people who are experiencing feelings of distress or despair, including those which may lead to suicide.

Alcoholics Anonymous – 0845 769 755/ www.alcoholics-anonymous.org.uk

Addaction - 020 7251 5860/ www.addaction.org.uk

A UK based drug and alcohol treatment charity. Includes drug information, parent section, publications and links.
Bereavement Service – www.bereavement.org.uk

This website provides information about bereavement services in London. 
Cruse – 0844 477 9400/ www.bereavement.org.uk
National charity set up to offer free, confidential help to bereaved people. 
Help the Aged – 020 7278 1114/ www.bereavement.org.uk
Get easy to follow advice and information on pensions, Council Tax, choosing a care home and more from a charity for older people.
Holiday Endeavour for Lone Parents - 01427 668717/ www.helphols.co.uk/home.html
H.E.L.P is a registered charity arranging low cost holidays for lone parent families, single access parents, prisoners' wives and forces wives whose husbands are abroad.
Working Families - 0800 013 0313/ www.workingfamilies.org.uk
Working Families helps children, working parents and carers and their employers find a better balance between responsibilities at home and work.

Childcare link – www.childcarelink.gov.uk
Government site providing information on local and national childcare.
London Lesbian and Gay Switchboard - 020 7837 7324/ www.llgs.org.uk 
LLGS provides an information, support and referral service for lesbians, gay men, bisexual, trans people and anyone who needs to consider issues around their sexuality.

Childline – 0800 11 11/ www.childline.org.uk
Women’s Aid - 0808 2000 247/ www.womensaid.org.uk
Women's Aid is the key national charity working to end domestic violence against women and children. We support a network of over 500 domestic and sexual violence services across the UK.
Refuge - 0808 2000 247/ www.refuge.org.uk
The helpline is there 24 hours a day, seven days a week for women experiencing domestic violence.
Housing and Homelessness
Shelter – 0808 800 4444/ www.england.shelter.org.uk
Free housing and homelessness advice and information, including housing benefits, council housing, tenants' rights, mortgage arrears, renting and leasehold.
St. Mungos - 020 8762 5500/ www.mungos.org
Charity for homeless people providing emergency accommodation, support towards recovery and the prevention of rough sleeping.

The Connection at St.Martins - 020 7766 5544/ www.connection-at-stmartins.org.uk
Helps homeless by providing specialist services - including a day and night centre, outreach for rough sleepers, skills training and career advice, activity programmes and specialist support for complex needs.

Education

Department for Children, Schools and Families - 0870 000 2288/ www.dcsf.gov.uk
UK government department with responsibility for children's services, families, schools, 14-19 education, and the Respect Taskforce.
Open University - 0845 300 60 90/ www.open.ac.uk
Distance learning courses and Adult Education.  Part-time higher education, supported distance and open learning for undergraduate and postgraduate qualifications.
Advisory Centre of Education - 0808 800 5793/ www.ace-ed.org.uk
National charity that provides advice and information to parents and carers on a wide range of school based issues including exclusion, admissions, special education needs, bullying and attendance.

Children’s Legal Advice Centre – 020 7580 1664/ www.childrenslegalcentre.com

Providing legal advice and representation to children, their carers and professionals throughout the UK.

Employment

ACAS - 08457 474 747/ www.acas.org.uk
An organisation devoted to preventing and resolving employment disputes
The Bar Pro Bono Unit - www.barprobono.org.uk

Charity which helps to find pro bono (free) legal assistance from volunteer barristers.

Equality and Human Rights Commission - 0845 604 6610/ www.equalityhumanrights.com
Public Concern at Work (Whistleblowing) - 020 7404 6609/ www.pcaw.co.uk

An independent authority which seeks to ensure that concerns about malpractice are properly raised and addressed in the workplace.
Redundancy Help - www.redundancyhelp.co.uk
Legal

Royal Courts of Justice Advice Centre - 0844 856 3534/ www.rcjadvice.org.uk
All matrimonial matters and general advice cases are dealt with at this branch, subject to adviser availability including: Family Law, Consumer, Debt, Housing, Employment and Welfare Benefits
Community Legal Advice - 0845 345 4 345/ www.communitylegaladvice.org.uk
Free and confidential advice service paid for by legal aid
The Law Society - www.lawsociety.org.uk
The Law Centres Federation - www.lawcentres.org.uk

Mary Ward Legal Centre - 020 7831 7079/ www.marywardlegal.org.uk

Bridging the Gap - 020 8090 1486/ www.btguk.org
A voluntary group based in England offering help and advice to prisoners, ex-prisoners and their families.
Liberty - 020 7403 3888/ www.liberty-human-rights.org.uk

An independent human rights organisation which works to defend and extend rights and freedoms. Liberty provides free advice about human rights issues to members of the public and voluntary organisations 
Public Law Project - www.publiclawproject.org.uk 
PLP is an independent, national legal charity which aims to improve access to public law remedies for those whose access is restricted by poverty, discrimination or other similar barriers.

Immigration and Nationality
UK Border Agency - www.ukba.homeoffice.gov.uk
Immigration Advisory Service - www.iasuk.org
Joint Council for the Welfare of Immigrants - 020 7251 8708/ www.jcwi.org.uk
Identity and Passport Service - www.ips.gov.uk
​​​​​​​​​​​​​​​​​Consumer
Consumer Direct - 08454 04 05 06/ www.consumerdirect.gov.uk
Trading Standards Institute - www.tradingstandards.gov.uk 

Employer Engagement has provided you with access to information and services that you may find useful or interesting.  Employer Engagement is not responsible for the content on these sites and pages or for anything provided by them nor does it endorse these contacts.









Simon Mahony     0845 270 81 31
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