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Work Experience Policy 

 

1. Principles  

The aim of work experience is to provide pupils with an insight into a work environment and enable 

them to develop valuable employability skills such as confidence, independence, teamwork and 

resilience.  These skills and experience will give them something to draw upon when applying to 

college, university or job placements in the future. We also hope that positive placements will 

encourage employers to engage further with the school’s careers programme, for example by 

running networking events, mock interviews and apprenticeship application support.  

2. Arrangements  

The overall Work Experience programme is organised by the school’s Careers Lead (supported by the 

Head of Year 10, Head of Year 12 and other staff) and they are the first point of contact for 

employers and pupils. 

Y10 pupils will be given the opportunity to undertake a 4-day work experience placement during 

Activities Week at the end of the summer term and Year 12 pupils will have the opportunity to take 

part in a 5-day work experience placement during the summer term. As the pupils are under 16 

parental consent is needed. Pupils who do not have consent from a parent/guardian will be unable 

to go on placement and will remain in school. 

 

2.1. Pupil preparation, Reflection and Debrief 

Sessions on CV and application letter writing skills will be delivered to pupils to support them 

in sourcing their own placement, but the careers lead and head of year and form tutors will 

support those who have difficulty, with priority being given to PPG and more vulnerable 

pupils.  

 

During their time on placement, pupils will be expected to complete a work experience log 

that will encourage them to engage with their co-workers and reflect on what they have 

learnt from the environment they are in.  

 

After the placement pupils will be required to prepare a summary of what they have gained 

from the experience and present this to their peers and/or form tutors.  

 

2.2. Employer Guidelines: Safeguarding and health and safety 

The Kingston Academy is committed to safeguarding and promoting the welfare of all of its 

pupils. Once a potential placement provider has been identified they will be sent TKA’s 

Employer Guidelines and Agreement (copy at Appendix A). These set out the employer’s 

responsibilities during the placement and the school’s expectations and must be accepted 

before the placement will be confirmed by the school. 
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Parents/carers will be asked to complete a Medical and Additional Needs Information Form 

(copy at Appendix B) and submit this directly to the employer, so that all relevant 

information is taken into account in any required risk assessment.  

The Careers Lead will review the information provided by parents and employers in respect 

of the proposed placement (including the nature of the working environment and proposed 

supervision arrangements) and will make an assessment of the level of potential risk, 

seeking the advice of the school’s Designated Safeguarding Lead. A member of staff (usually 

the Careers Lead) will contact each employer to discuss the arrangements and any potential 

concerns, where there is a higher level of risk involved a visit may be made to the place of 

work. If the Careers Lead, having sought the advice of the school’s Designated Safeguarding 

Officer has concerns regarding the suitability of the placement, these will be discussed with 

the parents/carers. 

All pupils will be made aware of how to raise any concerns or worries they may have during 

the placement. A member of staff will call them during the placement (and in some cases 

visit them). The school’s safeguarding mobile number will be shared with the employer for 

them to raise any safeguarding concerns they may have during the placement. 

3. Responsibilities 

Employers will be required to: 

● Provide evidence of their third party public liability insurance policy and employers’ liability 

insurance.  

● Provide training and support for any specific tasks that are directed. 

● For placements in less familiar or higher risk environments, employers will be required to 

confirm what arrangements they have in place for managing these risks and any further 

training or supervision that will be provided.  

● Inform the school if a pupil does not arrive within half of an hour of their expected start 

time.  

● Inform the school immediately of any welfare or safeguarding concerns during work 

experience.  

The school will: 

● Ensure all pupils are told how to raise any safety concerns during their placement. 

● Ensure all pupils understand how to dress and interact appropriately in a work environment.  

● Seek further reassurances/checks for higher risk placements. 

● Visit or make a phone call to all pupils in their place of work. 
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Parents/carers will:  

● Provide details of all medical or health conditions and any additional needs relevant to the 

placement directly to the employer  

● Let the school and the employer know as early as possible in the morning if their child 

cannot attend for work experience due to sickness. 

● Complete the Parent and pupil Agreement with their child (copy at Appendix C), raising any 

concerns regarding participation with the Careers Lead so that these can be addressed. 

Pupils will: 

● Make every effort to secure their own work experience placement, making contact with 
employers and maintaining communication to organise the placement. 

● Review and sign the pupil Agreement (copy at Appendix D)  

● Behave in a sensible, courteous and respectable manner and in-line with the conduct 

expectations of employees in each particular workplace. 

● Observe and follow the safety regulations and to take all possible care to prevent an 
accident. Be aware of other risks which are outlined as part of the employers risk 
assessments and seek assurance if they don’t understand how to manage/mitigate these 
risks. 

● Undertake any training required to carry out tasks as directed by the employer. 
● Look after any tools, equipment, machinery or other property belonging to the employer or 

to his/her employees. 
● Treat as confidential, anything which is shared about the employer's business during the 

placement. 

 

4. Monitoring and evaluation of the Work Experience Programme 

In order to evaluate the impact and success of the programme, it will be reviewed by the Careers 

Lead and feedback will be gathered from pupils, parents, employers and all staff involved.  

5. Equal opportunities 

Planning arrangements will take account of any steps or reasonable adjustments required to 

accomodate the needs of individual pupils. 

We will actively support all pupils to participate in work experience placements according to their 

abilities and having regard to any risks to their own safety or that of others.  

SEND pupils will be supported in seeking a suitable placement by the Head of Year, SENCo, SRP Lead 

or Careers Lead as appropriate.  
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6. Review 

This policy will be reviewed annually by the Careers Lead and a member of the Senior Leadership 

Team, taking into account feedback from employers, pupils, parents/carers and staff. 

The next review is due: September 2021. 

 

Signed: [Signed copy held by the Clerk] 

Sophie Cavanagh, Head teacher 

Date: 27 November 2020 
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Appendix A Employer Guidelines and Agreement 

A. EMPLOYER GUIDELINES  

 
1. Purpose of the Work Experience Placement 

Work experience placements are intended to: 
● Provide young people with an understanding of the world of work 

● Assist young people in deciding what type of career they might want in the future 

● Improve the personal development of young people 

● Improve the key skills and employability of young people 

● Help to prepare young people for apprenticeships or other work 

The employer should aim to provide a positive introduction to work and an organised 

timetable/programme for the period of the work placement. Activities should be ‘hands on’ where 

possible. 

Work experience placements are an educational and developmental activity and pupils should not 

be paid.  

2. Health and Safety  
The employer has primary responsibility for the young person’s health and safety during the 

placement: 

 

2.1. Induction 
The pupil should be given appropriate health and safety information and training within their initial 
induction, similar to that given to new members of staff (covering any safety rules, action to be 
taken in the event of a fire etc) and they should be told how to raise any issues or concerns in 
relation to health and safety during their placement. The pupil may have little or no experience of 
being in a workplace and may require more detailed instruction and closer supervision than a new 
member of staff. 
 

2.2. Risk Assessment 
Employer’s existing arrangements should suffice for low-risk environments (such as offices or 

shops). However, if you have not taken on a young person in the last few years or are offering work 

experience placements for the first time, it’s important to review your existing risk assessments to 

ensure that they are appropriate for young people with less experience of the workplace.  

For environments with less familiar risks or a higher-risk environment (such as construction or 

manufacturing) you must consider carefully what work the pupil will be observing or doing, the 

possible risks and how these will be managed. You will also need to ensure that instruction, 

training and satisfactory supervisory arrangements have been pre-planned and it may be necessary 

to re-assess these arrangements after the pupil starts to ensure your arrangements work in 

practice. 

In both cases, the pupil may have medical or additional needs which are relevant to the placement 

and may need to be taken into account when reviewing risk assessments. Details will be provided 
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in the Employer’s Information Form which will be completed and provided to you by the young 

person’s parent or carer. 

As our pupils will be under 16 years old at the time of the placement, there is a requirement that 

the employer informs their parent/carer of any significant risks and the arrangements that are in 

place to control these risks.  

Further information for employers can be found on the Health and Safety Executive website visit 

here. 

3. Safeguarding pupils under 16 
The employer is reminded of their duty of care towards young people and to consider the suitability 
of staff who will work with the pupil. 
 
The school is under an obligation to ensure that the placement provider has policies and procedures 
in place to protect children from harm. If the organisation has a child protection policy in place this 
should be followed. In all placements: 

● If the pupil has not arrived within half an hour of their agreed start time, the employer will 

notify pupil Services at The Kingston Academy (telephone 020 8465  6200), so that staff 

can establish that they are safe. 

● At least two members of staff should usually be present during the course of the placement. 

One to one working for a prolonged period should be avoided (if one to one working is 

necessary then this should be noted in the Job Description and discussed with the school);  

● Employees should act professionally when working or interacting with the pupil (taking into 

account their age) and should not have any physical contact with them (unless this is 

unavoidable for example when giving guidance to carry out a technical operation, but these 

instances should be kept to a minimum). 

● Employees should not exchange personal contact details with the pupil and (unless already 

known to the employee through for example a family connection and their normal social life 

would bring them into contact) should not meet or make contact with them outside the 

workplace (including via social media) 

● The pupil must not be photographed or filmed during the placement. 

In the vast majority of placements, the employees involved will not have regular unsupervised access 
to the pupil during the placement, but if it is proposed that an employee will be working with the 
pupil unsupervised and the same person will be in frequent contact with the pupil over the course of 
the placement, the work is likely to be a regulated activity and a DBS barred list check may be 
required  (it is a criminal offence to knowingly employ an individual barred by the DBS to work in 
regulated activity with children (under 18). 
 
Safeguarding Disclosures or Concerns 

It is important that you know what to do should a safeguarding matter arise during the placement.  If an 

employee has any concerns regarding the safety or wellbeing of a  pupil they should immediately 

contact the school’s Designated Safeguarding Lead using the school safeguarding mobile number 

07519 738 760. If the pupil discloses anything that gives you reason to suspect that they may have been 

harmed or may be at risk of harm, you should:  

● Listen carefully and take what is being said seriously;  
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● Tell the pupil you have a duty to report what they have said and that you cannot promise 

confidentiality;  

● Make a written note of what the pupil has told you, using their own words and then 

immediately contact the school’s Designated Safeguarding Lead using the safeguarding 

mobile number above. 

● Do not leave them alone and keep them at the work premises until you have spoken to the 

Designated Safeguarding Lead. 

 
4. Communication during the placement 

Emergencies 
If there is a medical or other emergency during the placement the employer should immediately 
contact the school (telephone 020 8465  6200) and ask to speak to the Head teacher or another 
member of the Senior Leadership Team.  

 
Absence 
Parents are asked to let the school and the employer know as early as possible in the morning if their 
child cannot attend for work experience due to sickness (if the employer has not heard from a 
parent or carer and the pupil has not arrived within 30 minutes of their agreed start time, the 
employer will notify pupil Services at The Kingston Academy (telephone 020 8465  6200). 
 
Behaviour 

All pupils are made aware of appropriate behaviour and expectations within a work environment 

prior to the placement commencing. If you have any concerns please contact the school and ask to 

speak to the careers lead Lauren Pavitt or if she is unavailable a member of the Senior Leadership 

Team. 

Monitoring The employer will permit access for a teacher to visit the pupil for monitoring purposes 

during the placement. 

 

5. Insurance 
Throughout the period of the placement the employer must have compulsory Employers Liability 
Insurance and Public liability Insurance which cover pupils on work experience. 
 

 
 

B. Agreement (submitted as a Google Form) 
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I confirm that the Employer Guidelines set out at Section A above are agreed (and that a copy will be                    

provided to all employees responsible for managing the placement). Copies of the organisation’s             

Employers Liability and Public liability Insurance Certificates will be provided prior to commencement of              

the placement (email to: cyoung@thekingstonacademy.org) 

 

Signed: Date: 
 
Name: 
 
Position 
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Job Description: 
(employer to provide a 
detailed description of 
the work placement 
including 
arrangements for 
supervision) 

 

Dates:  

Hours of Work:  

Expected Dress Code:  

Organisation Name:  

Number of Staff in the 
Organisation: 

 < 5         5-50          >50 

Department (where 
work experience will 
take place): 

 

Address (where work 
experience will take 
place): 

 

Employer Contact: 
 
 

Name:                                                        Position: 
Direct Tel:                                                  Email: 
 

mailto:lpavitt@thekingstonacademy.org
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Appendix B Medical and Additional Needs Information Form 

 

The Kingston Academy Work Experience 2020: MEDICAL/ADDITIONAL NEEDS INFORMATION FOR 

THE EMPLOYER 

To be provided directly to the employer by the parent/carer 

 

 

I understand the importance of fully disclosing all relevant medical and/or additional needs to 

enable these to be taken into account in any necessary risk assessments.  I confirm that I will 

inform you if any of these details change prior to the date of the placement.  

 

 

Name of Parent/Carer: 
 
 
 
 
Signed: Date: 
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Child’s full name: 

Date of Birth: 

Relevant medical information or additional needs (if none state Not Applicable): 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Work Experience Policy 

Appendix C  Parent/Carer and Pupil Agreement Form 

Work Experience Parent/Carer and pupil Agreement Form  (submitted as a Google Form) 

 

 

 
Pupil AGREEMENT (parent to discuss with child and confirm their acceptance)   
 
Throughout the work experience placement, I agree to:  

● arrive on time 
● dress appropriately 
● behave in a sensible, courteous and respectful manner and in-line with the conduct 

expectations of employees in the work placement 

● follow instructions and observe any safety rules and take all possible care to prevent an 
accident to myself or others.  

● be aware of any health and safety risks which are outlined as part of the employers’ 
induction and seek further guidance if needed. 

● look after any equipment, machinery or other property belonging to the employer or to 
employees 

● treat as confidential anything which I find out about the employer's business and not to tell 
anyone without the employer's permission 
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Pupil Name: Pupil Tutor Group: 

Name of Organisation (providing work 
experience): 

 

Address (where work experience will take 
place): 
 

 

Contact Details: 
 
Name: 

Position: 
 
Direct Tel:                                                  Email: 
 

Details of proposed work experience 
(please provide full details, it would be 
helpful if you could include the reasons why 
you feel comfortable for your child to take 
up this particular placement, for example if 
it is a place of work that is known to you or 
that you have visited): 
 

 

How did you/your child find the 
placement?  Is this arranged through a 
friend, relative or neighbour? Or did you 
write a letter, telephone or visit the 
employer?  
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● contact a member of staff (such as Mrs Young, Careers Lead, Head of Year 10, Head of 12 or 
my form tutor) if I have any concerns or worries about my placement 

  
I recognise that I am a representative of the school and I undertake to maintain the school's 
reputation in every way while I am on work experience. 
 
 

 
PARENT/CARER AGREEMENT 
 

● I consent to the pupil named above taking part in this work experience scheme.  
● I confirm that I will let the school and the employer know as early as possible in the morning 

if my child cannot attend work experience due to sickness. 

● I confirm that I have shared any relevant medical conditions or additional needs with the 

employer in advance of the placement.  

 
Name of Parent/Carer: 
 
 
Signed: Date: 
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