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Work experience introduces students to the world of work.  It can help them understand the 

work environment, learn about future career roles and opportunities, and prepare for 

employment.    

The CEIAG policy outlines the use of work experience as part of the student programme.  The 

Work Experience Policy outlines the details of how this is managed by the academy. 

Aims and objectives 

• To identify, support and develop qualities, attitudes and skills required within the world of 

work. 

• To improve student’s knowledge of different job sectors and work roles, including labour 

market information and future changes in the workplace. 

• To develop an increased knowledge of an area of work or role that a student might be 

considering in the future. 

• To encourage personal and social development: motivation; interpersonal skills and self-

confidence. 

• To demonstrate the link between the academy curriculum and the working world in respect 

of economic and business issues; health and safety issues; citizenship; the environment and 

moral and social issues. 

Structure of work experience 

 Placements may only take place in the United Kingdom.  A variety of programmes are offered to 

meet student needs: 

• A week block placement for year 10 students  

• Work Shadowing days for year 12 students  

• Extended (weekly) placements for identified students in year 10, 11 and 12  

Definitions 

Work experience involves students doing real work tasks in a workplace, in which a student carries 

out tasks with the emphasis on the learning aspects of the experience. They may do one day a week 

over a few months, such as supported internships for college students doing technical courses, or a 

one or two-week block.  

 

A workplace visit gives students the opportunity to see a work environment first-hand,  

observe work processes and talk to staff about their roles. They may also use the visit  

to investigate a topic, issue or problem related to a subject they are studying. 

  

Work shadowing sees a student follow an employer or employee at work for a day or  

longer to find out what they do, gaining on-the-job knowledge and experience through observation 

and training. It allows students to find out about aspects of a particular job they would not have 

had access to through a work experience placement. 

 



 

https://www.demo.careersandenterprise.co.uk/schools-and-colleges-new/gatsby-benchmarks/gatsby-

benchmark-6  

Administration 

• All work experience, work shadowing, extended/voluntary work experience in years 10 and 

year 12 requires an Own Placement Form to be completed by the employer, student and 

parent/carer. 

• Programmes are communicated to students through assemblies and tutor group sessions.  

Parents (Year 10) are invited to attend an information evening and all parents receive 

programme details by letter and an information booklet.  The documentation can be accessed 

https://www.stjohns.excalibur.org.uk/life-at-st-johns/careers/ or St John’s careers office. 

• Employers are responsible for the Health and Safety of students on placement with them.  

Employers are given an employer information booklet and there is a risk assessment process 

completed by the school in advance of a student attending their placement.  

• Employers are asked to return a student report on completion of a student placement. 

Own placements. 

Students arrange their own placements, providing the following: 

• An own placement form is completed by parents and employers.  

• The employer must have employers’ liability insurance. 

• The placement is not undertaken at the home of an employer. 

• Placements considered to be of high risk e.g. construction, agriculture or manufacturing, 

require a placement visit (every 3 years) and distance from St John’s is limited to approximately 

20 minute drive.  Low and Medium risk placements may be permitted outside the local 

Wiltshire/Berkshire area unless a more detailed risk assessment is required.   

• St John’s has the right not to approve any placement. 

Hours and payments 

1. Students will not work more than an eight hours per day. 

2. Students should not work for more than 5 consecutive days in a seven day period. 

3. Employers should make no payment to students whilst on work experience. 

Visiting and briefing arrangements – Year 10 

• Student assembly prior to any placement (including Health and Safety issues). 

• Students are contacted or visited by a member of staff at their placement.  

• Students complete a logbook during work experience. 

• Employers complete a report at end of student’s placement. 

• Review of work experience completed on return to school through tutor group /Well-Being 

lessons. 

 

 

https://www.demo.careersandenterprise.co.uk/schools-and-colleges-new/gatsby-benchmarks/gatsby-benchmark-6
https://www.demo.careersandenterprise.co.uk/schools-and-colleges-new/gatsby-benchmarks/gatsby-benchmark-6
https://www.stjohns.excalibur.org.uk/life-at-st-johns/careers/


 

Student engagement 

Students on work experience placements are expected to fulfil the requirements of their job role in 

line with their workplace health & safety guidelines and working conditions.  They must complete a 

logbook during their placement and return their completed booklet to school.  Students will receive 

a certificate and employer report after completing their placement and are encouraged to keep these 

as a record of their work-related activities. 

Parental engagement 

Parents are given a Work Experience Guide with details on how to organise an own placement and 

details of which forms to complete.  The academy will provide the following at a year 10 parent 

information evening: 

• Purpose and aims of work experience 

• Dates and placement guidelines 

• Nature of the work involved 

• That the employer has been encouraged to provide information to parents via the student 

interview of any significant health and safety risks of the placement 

• That the parent is encouraged to provide information to the employer in advance of the 

placement regarding any significant health issues relevant to the work placement 

• The Work Experience Co-ordinator, Mrs T Smith tsmith@stjohns.excalibur.org.uk  

Work Shadowing – Year 12 

The term ‘Work Shadowing’ is used when an individual follows an individual employee going about his 

or her normal activities, allowing close observation of jobs which for reasons of complexity, security 

or age of the student cannot be actively undertaken. 

• Parents/employers will complete the own placement and health form providing details of the 

placement and signed permission. 

• The WRL department will decide whether placements are suitable. 

Placement in Holidays 

• Students will be advised how to arrange a work experience in holiday time if they wish to do 

so.  However, no formal programme will be offered. It is a parent / carer responsibility to 

undertake any Health and Safety checks. 

Employers and Health and Safety 

• The Careers Leader and Co-ordinator, both with NEBOSH Award in Health and Safety at 

Work, liaise with all employers to ascertain placements and risk level.  This is an internal risk 

assessment process, with employers either contacted by phone or in person.  The level of risk 

for each placement is assessed on an individual basis.  Placements of high risk will involve a 

placement visit or alternative check depending on the regular use of the placement. Low risk 

placements are not visited prior to any placement.  As St John’s offers a variety of programmes, 

the strategy adopted to meet the above varies on the maturity of the students, the detail of 

the programme involved and the workplace.   

mailto:tsmith@stjohns.excalibur.org.uk


 

• Under health and safety law, there is no requirement for a separate risk assessment for work 

experience students, as employers should already be managing any health and safety risks in 

their workplaces. Employers new to taking work experience students are made aware of 

Health and Safety Executive’s (HSE) Young people and work experience guidance for 

employers.   

• All placements are confirmed in advance to employers by the Work Experience Co-ordinator 

and sent an employer information booklet. 

• Employers are responsible for informing work experience students about any general 

arrangements, workplace hazards, general safety precautions and emergency procedures.  

• Students will be asked to record these details in their logbooks and to show these to their 

parents. 

Insurance 

• The Association of British Insurers have agreed as a matter of convention that students on 

work experience should be treated as employees for the purposes of insurance against 

personal injury and will be covered by the employers’ liability insurance policy. This will also 

apply to extended work experience, provided that the employer has notified their insurance 

company.  HSE young people at work guidance and the Association of British Insurers (ABI) 

work experience students guidance  

• A student is not permitted to undertake a placement without the employer providing details 

of current employers’ liability insurance. 

Child Protection/student safety 

• In line with HSE recommendations, DBS checks are not necessary UNLESS in the opinion of 

the Work Experience Co-ordinator that the student is likely to spend a large amount of time 

with an individual employee. 

• Vulnerable students are not be allowed placement in situations where a DBS check would 

become necessary. 

• For own placements parents will be encouraged to take responsibility for checking the safety 

of the placement - the application form will ask parents to state how the employer is known 

to them. 

• Transport- employers have a duty of care for all their employees including work experience 

students and are legally bound to ensure that any transport used as part of their business are 

adequately ensured and roadworthy.  Parents are encouraged to support students with the 

safe transport arrangements to and from their placement. 

 

 

Responsibilities 

• Assistant Vice Principal (Excalibur Safeguarding Officer) - Maeve McNeill 

• Careers Leader – Fiona Havill 

• Work Experience Co-ordinator- Tina Smith  

http://www.hse.gov.uk/youngpeople/workexperience/index.htm
http://www.hse.gov.uk/pubns/indg364.htm
http://www.hse.gov.uk/youngpeople/faqs.htm
https://www.abi.org.uk/products-and-issues/choosing-the-right-insurance/business-insurance/liability-insurance/employers-liability-insurance/work-experience-students/
https://www.abi.org.uk/products-and-issues/choosing-the-right-insurance/business-insurance/liability-insurance/employers-liability-insurance/work-experience-students/


 

 

This policy was completed with reference to:  

 

• http://www.hse.gov.uk/youngpeople/workexperience/index.htm 

• http://www.hse.gov.uk/pubns/indg364.pdf 

• http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm  
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