[bookmark: _r4ajhxu7evmo]Appointments Policy for Students and Graduates  
[bookmark: _j2xjz1mt1rq8]Meet with our careers experts 
Careers and Placements offers a high quality, impartial and professional service to all York students and graduates from welcoming and trained staff. Different types of appointments are available for different student groups. Appointments are at various times across the week to provide support, information, advice and guidance on a variety of careers-related topics. 
[bookmark: _i1ds0nyysgq]Appointment types available
It may not always be necessary to book an appointment - you can ask careers or work-related questions directly to the Careers and Placements Team via:

· Handshake message
· Careers Drop-in - Monday to Thursday, in semester time, 10am to 12pm  on the first floor of the Fairhurst Building and 1pm to 3pm in the Church Lane Building 
We offer a range of appointment types as listed below. Please review the purpose of each appointment type on our website and book the most appropriate appointment for your needs at the time of booking. 
· Careers advice 
· For final year undergraduates, taught postgraduates and graduates
· Other year group undergraduates may be referred from Careers Drop-In*
· Mock interview 
· For final year undergraduates, taught postgraduates and graduates
· Other year group undergraduates may be referred from Careers Drop-In*
· Placement Year appointment 
· For second year or integrated Masters students
· Postgraduate research student careers advice
· Postgraduate research student mock interview
· Enterprise consultation
· For students of any year group
* Referrals are at the discretion of the staff member at Careers Drop-In and are not an automatic next step.
[bookmark: _wggtu3ayc6p8]Accessing appointments
Appointments are labelled as either in-person or online. Once you have booked your appointment, you cannot change the way you access the appointment (eg if you book an online appointment, you cannot change it to in-person or vice-versa). To change it, you need to cancel the appointment and search for another in the medium you prefer.
We cannot offer an indefinite number of repeat appointments, and so you are expected to attend the appointment you have booked, and to engage with the next steps and actions suggested during your appointment. 
Mock interview appointments can be accessed if you are actively applying for work experience/jobs or further study and we feel you will benefit from support to prepare for these processes.
We are confident that up to four bookable appointments per semester, alongside our information resources and application technology, will assist your progress on your career journey.
[bookmark: _irfalo4k58sg]Before an appointment - help us to help you
Careers and Placements is here to help. We strive to make all of our appointments open, accessible and inclusive to all students. We can do that better if you take a proactive approach. The more you put in, the more you’ll get out and make faster progress. 
For each appointment, you are asked to: 
1. Prepare for your appointment - being clear on what your questions or challenges are, what you have done already to answer or address these and what you would like to gain from the appointment. Notify us in advance if you require any reasonable adjustments to help you access careers appointments. A list of the adjustments we offer as standard, how to request them as well as the timeframe required for us to action these is available in this table  and also on our webpages. If you require any additional adjustments please let us know through a Handshake message to the Careers and Placements Team.
2. Arrive* on time - appointments are time limited so if you arrive late the time available to you in the appointment will be reduced. 
* or log in, if it’s an online appointment. 
3. Clarify and record your next steps - before the appointment ends go over these with your careers professional.
 4. Make sure you complete the steps or actions agreed in any previous appointments - if you need to book another appointment with the service, make sure you can explain what you have completed and what you need from the next appointment.
[bookmark: _927bmyyftmyd]Booking an appointment
You can view and book available appointments via Handshake, choosing the most appropriate appointment type. If you would like a same-day appointment, you can book up to one hour before it's due to start, where available.
To book, login to Handshake, click on Careers Centre / Appointments / Request an appointment / follow the instructions on screen
[bookmark: _kves6e3afxaz]Cancelling an appointment
We know things change - if you find you can’t attend your appointment or no longer need it, please make sure you cancel it in Handshake (preferably at least an hour before it is due to start). This ensures we free up more appointments for other people and avoids wasting staff time. 
[bookmark: _qm0607lmhtj4]What to expect in an appointment
Our careers experts are trained to help you explore your motivations, ambitions and options. They will direct you to relevant information resources and support you in planning your next steps. They can also show you the tools and techniques that support the application processes for jobs, opportunities and further study.
Unfortunately, there are some limitations to what we can offer in a careers appointment.
 We are unable to: 
1. Review every CV and application or provide repeat feedback on the same document. We encourage you to apply the learning gained from uploading your CV to CareerSet.
2. Provide a proofreading service for CVs and applications. 
3. Provide repeat mock interviews for the same job/course.
4. Provide support or advice related to mental health, immigration, finance, housing or academic progress; however we can signpost you to the relevant support services, see below.
5. Facilitate direct introductions to specific employers or alumni. However, Careers and Placements staff can recommend resources, opportunities and events that you can proactively engage with, or apply for, to make connections in the world of work.
[bookmark: _agjolvy70ltx]
[bookmark: _lke7lxyu8ve8]
[bookmark: _g77vkgpgqtkk]Reasonable adjustments
Reasonable Adjustments are available to disabled students and those with long term health conditions who would like to access appointments through Careers and Placements.  

See the table of reasonable adjustments in appointments for information on how we can help you access appointments.
[bookmark: _tasl6hykc1ci]Support outside of Careers and Placements
In the course of your conversation with a careers professional, you may discover you have more complex queries that sit outside of careers advice and guidance. In these situations, we will do our best to help you identify the relevant services that may be able to support your circumstances and needs within the University. These may include: 
• A range of health and wellbeing help and support is available to students, through Open Door, the TalkCampus app and support in Colleges.
• The Student Hub team provides a range of support to students, including financial and housing support, immigration and visa advice, and support for international students.
• Academic supervisors can advise you on issues relating to your academic progress, personal development and general pastoral guidance.
• Your students’ union, University of York Students’ Union also runs advice and support services covering a range of issues. 
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