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GAP Participant Agreement
Name:
Name of placement provider:
1. A start date must not be agreed independently of GAP with the placement provider.  A minimum of 5 working days is required to process paperwork before a confirmed start date.

2. The responsibilities and duties of your placement are laid down and agreed by your placement provider.
3. You must complete a minimum of 30 hours per week on placement inclusive of allocated course time and excluding meal breaks. You must agree with your mentor the days and times you will be in placement. Participants with a disability, health conditions or caring responsibilities who are unable to attend for 30 hours per week will be able to restrict their attendance where necessary.
4. You are required to complete half a day per week of job searching and complete and submit Job Logs throughout the duration of the programme.  A photocopy of an up-to-date Job Log must be sent to the GAP Team every four weeks.
5. If you attend the programme 5 days per week then you are entitled to 14 days of annual leave. If you attend the programme 4 days per week then you are entitled to 11 days of annual leave. Your holiday entitlement includes all bank/public holidays that fall within the duration of the programme. If you go over your holiday entitlement you will automatically be removed from the programme.

6. If you attend 5 days per week and exceed 9 days of sickness or attend 4 days per week and exceed 7 days of sickness, you will be immediately removed from the programme.
7. If you cannot attend your placement for whatever reason you must contact the placement provider and the GAP team before 10am on that morning.

8. On the 5th successive working day of unauthorised absence participants will be regarded as having left the option and this may result in the Social Security Agency sanctioning your benefits.  Timesheets must be signed and submitted weekly as proof of attendance.  Failure to send in the timesheets will result in days deemed as unauthorised absence. 
9. In addition to your current benefit you will receive a training bonus or Top-Up of £15.38 per week.

10. Work related travel costs will be reimbursed by your placement provider. You must pay the first £4 towards your home to work travel expenses per week. The additional balance will be paid by Business in the Community.
11. Should you have a change of circumstances, such as securing full time employment or a change of contact details, whilst participating in GAP you must inform the GAP Team immediately.

12. Childcare assistance may be provided for a lone parent or a participant whose partner is also on a Steps to Work non-employed option or in receipt of a qualifying benefit.

13. A member of the GAP Team will review you on a four weekly basis.  Visits will take place at a prearranged time and place.  
14. Once you accept an offer from a placement provider, you must enrol on the training provision. Failure to do so will jeopardise your place on GAP. The certificate is a fundamental part of the programme.  Failure to meet deadlines and/or make progress with the certificate will result in removal from the programme.
15. GAP aims to provide equality of opportunity for all participants without any discrimination on the grounds of sexual orientation, religious belief or political opinion in any circumstances.
16. You may be subject to disciplinary procedures for inappropriate behaviour.  These procedures will take the form of a verbal warning for a first offence, followed by a written warning, a final written warning and ultimately dismissal.  If the offence is sufficiently serious dismissal action may be taken immediately.
17. You are entitled to air grievances or complaints about your Steps to Work strand. The GAP team will deal with your grievance within 5 working days.
18. As a participant on GAP you are entitled to a healthy and safe working environment.

Signed:




(Participant) 

Signed:




(GAP Team)
Date:
If you require further information, please visit www.gapni.com, email graduates@gapni.com or call 028 9046 0606


