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Overview  

Placement information 

We work with departments of the Trust and local community employers to offer a programme 
of work experience opportunities three times a year (termly) for a one-week period.  

We expect that anyone offering young people a work experience opportunity to honour our 
values and approach to provide a high-quality experience for our young people. We expect 
that: 

• Young people are provided a consistent, reliable approach  
• Ensure compliance with any legal duties towards safeguarding and risk assessment 
• Young people are treated and treat others in accordance with our Values 
• Young people, employers and those who support are aware of the intended outcomes 

and success criteria of any placement  

In order to support students to select and access appropriate, meaningful placement options 
we will use the following evidence:  

- Students’ views given at or for reviews (e.g., those recorded for their EHCP)  
- Their careers action plan created with the students by an independent careers advisor 

who visits termly  
- Their chosen accreditations  
- Parent views  
- Our understanding of a student’s strengths, barriers and individual risk assessments  

Aims and expectations  

Work experience introduces young people to the work environment. It can be a valuable part 
of their education.   

We encourage and promote quality work experience placements. All young people are offered 
and encouraged to engage in a work experience or enterprising project in Key Stage 4 and 5. 

We aim to provide placements that allow them to develop, learn, boost their self-esteem, and 
support them to ‘build capacity’ to overcome perceived barriers to their own future success.   
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We will guide, assess, and monitor experiences to ensure young people: 

• enhance their knowledge  
• gain an insight into a wide variety of work and careers 
• develop transferable skills in preparation for life and independence  
• enable students to feel they are capable of making a positive contribution to the 

community now and in the future  

Principles 

The Department for Education (DfE) defines work experience as “a placement on an 
employer’s premises in which a student carries out a particular task or duty, or range of tasks 
and duties, with the emphasis on the learning aspects of the experience.” 

Meaningful work experience is: 

• purposeful, substantial and offers challenge. It is relevant to a young person's studies 
and/or career aspirations. 

• Overseen by a teacher to ensure that students get a learning experience suited to their 
needs. 

• structured to provide tangible outcomes for the student.  
• clear about the roles, duties and expectations of both the student. 

 

What is expected of the school  

 

- Support students and employers to understand and work towards suitable outcomes 

for the experience  

- Keep a record of a student’s experience and development of skills over time which can 

then contribute to a CV or application form in future  

- Support students to be matched with appropriate experiences which meet their 

interests and strengths 

- Ensure a variety of placements and support systems allow students to engage with 

aspirational and challenging experiences   

- Ensure employers are aware of individual risk assessments, have an awareness of 

disabilities which may need adjustments to ensure the best experience for the young 

person  

- Ensure young people have sufficient understanding of expectations before beginning a 

placement  

 

 

What is expected of the student  

 

- To follow school and employer expectations at all times on and off site  

- Engage with outcomes provided by the employer and school for the duration of the 

placement  

- To work with employers and their teacher to maintain a record of their experiences 

- Comply with risk assessments made 

- To engage with induction before beginning a placement  
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What is expected of the employer  

 

- Comply with all risk assessments and appropriate policies or checks as specified by the 

Headteacher and Health and Safety Advisor including the school’s safeguarding policy 

- Treat young people in accordance with the School’s values  

- Support young people to engage with outcomes that are meaningful and achievable for 

the young person  

- Make reasonable adjustments for a young person to be able to access the role where 

necessary  

 

Risk assessment 

The school recognises that any activity that take place away from the School can involve 
higher levels of risk. Accordingly, all activities including work experience that take place off-
site will be subject to appropriate written risk assessments overseen by the headteacher.  

It is the school’s responsibility to check any potential employers risk management 
arrangements are in place and seek to align this with expectations and the education of a 
young person for a visit before they attend their first day.  

Before any young person is allowed to participate in a work experience placement a risk 
assessment must be carried out taking into account their physical abilities, their awareness of 
risk and danger, and whether they have any medical disabilities. 

Staff members (including unpaid volunteers) taking responsibility for young people, students 
or residents as an instructor/qualified person must have registered the details of their 
qualification with the Health and Safety Advisor before any activity is undertaken. 

An individual risk assessment will be completed for each pupil to attend a placement by the 
school. Part of this process will be to ensure the young person’s suitability for a placement at 
the place of work has been assessed. Employers should be made aware of  this risk assessment 
and ensure they engage with its recommendations at all times.  

At induction there will be an opportunity for all potential placements to discuss students 
needs, risks and how the school can support them to mitigate these before they begin their 
placement.  

The member of staff approved by the Headteacher as having responsibility for supervising the 
work experience will be responsible for ensuring that:  
 

- the Headteacher’s agreement to the placement has been obtained  
 
- all necessary preparations have been completed (including an induction)  
 
- an appropriate risk assessment has been completed (see Risk Assessment below) 
  
- employers have access to a phone, contact information and emergency numbers   
 
- employers or those supervising the placement have appropriate details of the special 
educational or medical needs of any students participating 
 
- the placement is stopped if circumstances arise which present an unacceptable risk to 
the health or safety of students or staff members  
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- contingency plans are in place to deal with unfavourable weather conditions, 
transport breakdown, or in the event of a student having to return to School  
- the Headteacher is advised following the placement in the event that it is considered 
that it is possible to improve the arrangements if the placement is repeated in the 
future 
 
2.4 All members of staff supporting a placement should  
 
- follow the instructions of the employer where appropriate  
- take reasonable care of their own health and safety and that of others  
- notify the employer immediately if a situation arises which they believe gives rise to 
an unacceptable risk to the health or safety of any person so that appropriate remedial 
action can be taken  
- dress and behave sensibly and responsibly and use any safety equipment as 
instructed. 
 

Safeguarding  

DBS Checks  

The school may carry out DBS checks or ask employers for evidence of employee checks in 
order to ensure the safety of students placed with employers outside of the Trust.  

All staff offering work experience within the Trust have an enhanced DBS check.  

It is our expectation that employers will not lone work or work unsupervised with a young 
person from the school attending their place of work for experience. This includes employees 
for the Trust. 

Training and Supervision  

An induction for the student and any supporting staff should take place before the placement  

Students should be supervised by the employer or member of the teaching teams at all times.  

 

Health and Safety and Legal Requirements  

The minimum age that a school-age child can carry out work experience is 14.  We will only 
offer placements to children aged 15 and above (Key stage 4 and 5.  

Work placement hours for young people under 18 should not exceed eight hours in any 24-
hour period. They must work no more than 37 hours per week. There should be at least 12 
hours break between each working day and two days of rest per working week. 

Placements will typically run Monday to Friday within usual school hours unless otherwise 
agreed by the headteacher.  

Employers or supervising teachers will report any absence or concerns to the Deputy 
Headteacher or Assistant headteachers. It is expected absence to be reported within half an 
hour of the scheduled starting time. 
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All students on work experience placements are employees under health and safety law. They 
must have the same protection as all other employees.  

Employers and the school must work together to give special consideration to the risks that 
young people may face. This is due to their potential inexperience and lack of awareness of a 
work environment. 

Employers and the school must work must record any accidents that result in injury, ill health, 
damage to property or other loss. An accident form must be completed and investigate in line 
with the Schools and employers procedures. 

The duty of care is the responsibility of Cotswold Chine School. This includes carrying out risk 
assessments for all students.  

Any information provided about a young person to an employer should be confidential, in line 
with the Schools and the employers Data Protection Policy. This ensures: 

• there is no breach in terms of the student's personal information 
• students get the best opportunity to have a positive and enjoyable placement 

There are likely a few work activities that a young person cannot do due to health and safety 
law. In these instances, this should be managed by: 

• explaining the risks to the student 
• checking that they understand what they are told  
• advising them who to talk to if they have concerns 

Further guidance can either be found by viewing the G21 employment of young persons 
(under 18 years of age) document, from the corporate health and safety team or by visiting the 
HSE website. 

Insurance  

 

 

 

 

 

 

 

 

 

 

 

 

https://professionals.lincolnshire.gov.uk/downloads/file/739/g21-young-persons
https://professionals.lincolnshire.gov.uk/downloads/file/739/g21-young-persons
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hse.gov.uk%2F&data=04%7C01%7CDigital%40lincolnshire.gov.uk%7C3a4c9b7764794edf58b308d9476eb95d%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C637619363144074531%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=kZ9Pb3nL4CswWEXPGlZy%2FE52M8bQFyaFuBFtGi6sGpU%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hse.gov.uk%2F&data=04%7C01%7CDigital%40lincolnshire.gov.uk%7C3a4c9b7764794edf58b308d9476eb95d%7Cb4e05b92f8ce46b59b2499ba5c11e5e9%7C0%7C0%7C637619363144074531%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=kZ9Pb3nL4CswWEXPGlZy%2FE52M8bQFyaFuBFtGi6sGpU%3D&reserved=0
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Appendix 

 

Example Placement Risk Assessment  
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Example Individual Risk Assessment  

 

 

 

 

 

 

 

For further information please see the following policies:  

Cotswold Chine - CCS Policies Procedures Handbook 2022.pdf - All Documents (sharepoint.com) 

Cotswold Chine - CCS Safeguarding Policy Procedure 2022.pdf - All Documents (sharepoint.com) 

https://novalistrustorguk.sharepoint.com/sites/CotswoldChine/Policies/Forms/AllItems.aspx?id=%2Fsites%2FCotswoldChine%2FPolicies%2FCCS%20Policies%20%20Procedures%20Handbook%202022%2Epdf&parent=%2Fsites%2FCotswoldChine%2FPolicies
https://novalistrustorguk.sharepoint.com/sites/CotswoldChine/Policies/Forms/AllItems.aspx?id=%2Fsites%2FCotswoldChine%2FPolicies%2FCCS%20Safeguarding%20Policy%20%20Procedure%202022%2Epdf&parent=%2Fsites%2FCotswoldChine%2FPolicies

