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Work Experience Policy
As well as being recognised as an important link activity between employers and the school, work experience gives pupils the opportunity to:
· Gain an insight into the world of work.

· Make more informed, realistic and enlightened decisions about their future career and/or university courses.

· Develop skills which are valued by employers and university admissions officers.

· Gain experience which can be drawn on in an interview situation.

· Reflect on their placement in the UCAS personal statement.

· Develop independence.

· Develop social and interpersonal skills.

· Build confidence.

· Prepare for the transition from life at school to work or university life.
· Experience the demands and expectations of the workplace.

Year Group Involved

Work experience is generally completed by pupils in Year 13.  In some instances, pupils in Year 14 may need further placements and this will be accommodated if possible and if felt beneficial to the pupil.  Pupils in Year 11 will complete a one-day work taster placement if it can be accommodated in the school calendar.   

Date/Timing
Pupils can carry out work experience at any date/time agreed with their placement provider.  However, we would encourage pupils to utilise times that will have minimal impact on their own learning.  Pupils will be individually responsible for catching up on any schoolwork missed.     

Length of Placement

Pupils are encouraged to complete at least 3 days work experience.  This can be in one workplace, or the time may be divided over a number of placements.

Virtual or In-person

If possible, pupils are encouraged to undertake in-person work experience.  However, this may not be possible for some employment sectors.  In these instances, pupils should utilise online alternatives.  If the school is made aware of work experiences opportunities these will be posted on our Work Experience Google Classroom and Career’s Facebook page.  Parental consent is required for all placements, both in-person and virtual.
Hours of Placement

To gain a better understanding of the world of work pupils are expected to work, within reason, the normal working hours of their placement provider. 

Continuous Placements

In some instances, such as pupils seeking to enter the teaching profession, it is beneficial for pupils to engage in weekly on-going placement to gain further experience and enhance their UCAS applications.  Such requests will generally be accommodated if they can be arranged when a pupil has no timetabled class(es) and it is felt that it appropriate use of their time. 

Sourcing Placements

Although the school will offer help and advice, it is normally the responsibility of pupils to source their own placements.   We encourage pupils to do this themselves, as opposed to their parents or guardians doing it for them, to help develop independence and communication skills.  In some instances, for example medical placements, outside agencies such as Work Inspiration and School Employer Connections will not deal directly with the pupils.  In these cases, the school will liaise with the agency concerned. 
Insurance Indemnities & Paperwork
An insurance indemnity will be issued from the school to all placement providers.  It is the responsibility of the pupil to provide the school with the details of any placement at least two weeks in advance to ensure that the insurance indemnity and paperwork are in place prior to the commencement of the placement.  The following is a list of paperwork which needs to be completed/put in place before a pupil can commence a placement:
· An insurance indemnity

· A parental consent form (see Appendix 1)
· An employer consent form (see Appendix 2)

· Guidance for employers working with young people (see Appendix 3)
· School work experience regulations (see Appendix 4)
Evaluation of the Student

Each placement provider will be provided with a student evaluation form which they are requested to complete and return in the provided stamped addressed envelope.
Work Experience Assessment
On Completion of their placement each student is required to complete an assessment of their work experience. 

Absence from Placement

In the event of a pupil being unable to attend their placement due to sickness or any other reason the pupil should let their placement provider and the school know as early as possible.

Visiting Pupils on Placement

A member of school staff will endeavour to visit pupils on work experience when it is geographically viable and staffing levels allow.  

Pupils Opting Not to Complete Work Experience

Work experience is seen as a vital part of the school’s Careers programme, and it is strongly recommended that all pupils participate fully.
Unauthorised Work Experience
 
If a pupil undertakes work experience without notifying the school in advance and/or without completing the required documentation, they will be recorded as absent from school. Parents/carers should also note that, in such circumstances, the school will not have issued an insurance indemnity in respect of the placement.

Appendix 1
PARENTAL CONSENT FORM – WORK EXPERIENCE

NAME OF STUDENT​​​​​​​​​​​​​​​​__________________________________________________________________

PLEASE TICK:
Online Work Experience  ☐
In-Person Work Experience ☐  

Placement Firm/Organisation: _________________________________________________________________________________________________________________________________________________________________________________________________________
Dates: ___________________________________________________________________
For In-Person Work Experience Only:

Name of Contact:____________________________ Email:__________________________________

TO BE COMPLETED BY THE PARENT/GUARDIAN

As parent/guardian of the student named above I confirm that I have read and understood the form and any other accompanying documentation from the employer. I agree to him/her taking part in the work experience scheme and undertake that he/she will observe the conditions set out below. I confirm that he/she does not suffer from any medical or physical defect such as epilepsy, asthma, colour blindness etc., which could result in an unnecessary risk to his/her health or safety or the health and safety of another. 

I also understand that he/she will receive no payment for taking part in this scheme, and that he/she will not be entitled to the benefits of the National Insurance (Industrial Injuries) Act 1965 to 1969, in the event of any accidents taking place. 

NAME: ___________________________________________________________________
DATE: ______________________    SIGNATURE: __________________________
TO BE COMPLETED BY THE STUDENT

As student named above I agree to take part in this work experience scheme. I also agree to hold in confidence any information about the employer’s business which I may obtain during this work period and not to discuss such information to another person without the employer’s permission. I also agree to observe all safety, security and other regulations laid down by the employer’s and made known to me wither by the employer’s representative or by displayed instructions.

SIGNATURE OF STUDENT: ______________________________________________________

ADDRESS OF STUDENT DURING WORK EXPERIENCE IF NOT HOME ADDRESS:

___________________________________________________________________

PLEASE RETURN THIS FORM TO THE CAREERS OFFICE OR RECEPTION BEFORE PLACEMENT
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EMPLOYER’S CONSENT FORM – WORK EXPERIENCE

Name of Student: - _______________________________________________
Type of Work Experience: - ______________________________________
Date(S) of Work Experience: - ___________________________________ ay 29January – Friday 2nd February 2018
(Please amend if for a shorter or longer period)

I confirm that: -

i) I am willing to accept the above named student

ii) The pupil’s age and inexperience will be taken into account when agreeing tasks, and I understand that the student must not undertake prohibited activities.

           ii) 
I have read and accept the School Work Experience Regulations and Guidance for working with young people

Please complete the following in BLOCK CAPITALS: -

NAME __________________________________________________________

POSITION IN COMPANY__________________________________________

NAME OF COMPANY     ___________________________________________

                    ADDRESS      ___________________________________________




        ___________________________________________

           PHONE NUMBER  _________________________________

NAME OF SUPERVISOR _______________________________ (please print)


               SIGNED  ________________________________



      DATE   _________________________________

1. Starting Time_________________ 2. Finishing Time _________________

3. Facilities for meals _____________________________________________


4. Any special requirements (e.g. travel arrangements (responsibility of those with Parental responsibility), meals, clothing, Health & Safety, etc).

 ___________________________________________________________________

I will/will not* require a meeting with the pupil prior to the placement with this company. 

(*delete as appropriate)

Please return this form as soon as possible.  Thank you.

Appendix 3

GUIDANCE FOR EMPLOYERS WORKING WITH YOUNG PEOPLE

The Promotion of safety and welfare of young people

Guidance for Employers when working with young people either in the workplace or in the school.

“The education system in Northern Ireland needs to place major emphasis on the world of work and on skills that increase the employability of students and prepare them for the transition to work.”

Strategy 2010 (page 20)

Employers, from the sole trader to the multi-national organisation, have over the years been a crucial resource for schools.  Students of all ages gain from positive interaction with personnel from the world of business.  The following points of guidance for employers when working with young people either in the workplace or in the school setting, will serve only to confirm what has always been the common practice with employers exercising their professional judgements in all circumstances.

· It is appropriate, where possible, to conduct interviews/meetings in a room with visual access, or with the door open.

· It is useful to let another adult know that the interview/meeting is taking place.  It may be necessary to use a sign indicating that the room is in use, but it is not advisable to use signs prohibiting entry to the room.

· When possible, another member of staff, preferably of the same gender as the young person, could be present or nearby during the interview/meeting.

· It is advisable that a female member of staff is identified to act as mentor for young females while they are on work placement.

· Employers who have to administer first aid to a pupil should ensure wherever possible that this is done in the presence of another adult.  However, no member of staff should hesitate to provide first aid in an emergency simply because another person is not present.

· There should be no physical contact which would be likely to be misinterpreted either by a young person, parent or casual observer.

· When travelling with young people employers are advised to adopt a similar practice to that of school staff, i.e. two adults are present, with the adult other than the driver, being the last person to remain in the car/minibus.  This may be applicable in many work experience situations where the young person has to be taken to a job and left home in the evening.

· Following any incident where an employee feels that his/her actions have been, or may be, misconstrued, a written report of the incident should be submitted immediately to his/her line manager.  The line manager should contact the School Principal.

· All personnel, when they are interacting with young people, either in the workplace, or School should ensure that their relationships with the pupils are appropriate to the age, maturity and sex of the pupils, taking care that their conduct does not give rise to comment or speculation.  Attitudes, demeanour and languages all require care and thought, particularly when dealing with adolescents.

Appendix 4

SCHOOL WORK EXPERIENCE REGULATIONS

1. The student will not receive any payment for the work.

2. The student will be required to sign an agreement stating (1) that he/she will not disclose any information confidential to the employer without the employer’s approval, and (2) that he/she will obey all safety, security and other instructions given by the employer.

3. The student’s parents will undertake to see that the pupil carries out these obligations and will confirm that he/she is not suffering from any complaint which will create a hazard either to the student or to those working with him/her.

4. The school offers a standard form of indemnity to all employers offering work experience

5. In case of accident or illness the employer will notify by telephone and without delay, the Head Teacher of the student’s school, and the student’s home if a telephone number is given. The student will be allowed to use whatever first-aid facilities the employer provides.

6. The employer will ensure that the student is not required to operate any hazardous machine, to work in any hazardous environment, to carry out work of an unsuitable or objectionable nature.

7. The students will be carrying out meaningful work during the period of their ‘employment’. The work will be planned by a responsible person and the students will be given appropriate instructions before and supervision whilst operating machinery or equipment.


