
 

   

 
 

WORK EXPERIENCE – FINALISING YOUR 
PLACEMENT 

 

 
Work experience dates: Monday 2nd – Friday 6th September 2024 

 
Dear Year 10, 
 
This is the final step to arranging your placement.  There are 3 sections 
to this document and this sheet explains what to do with each page (as 
labelled in the top left corner): 
 
 

• Page 1: Information for your parents/carer to keep. 
 

 

• Page 2, 3 & 4: To be given to your employer to keep. 
 
 

• Page 5 & 6: To be completed and signed by student, parent/carer and employer. 
Please ensure all sections are completed and then returned to school.  
 
Please return the completed pages (labelled 5 & 6 only) either in person to the 
admin office or via email, to Miss Quinn - k.quinn@thornden.hants.sch.uk 
A copy will be given back to you before the end of the summer term to remind you of 
the placement details. 

 

 
Please note - The School will incur a fee of £25, which we will subsequently invoice 
the parent/carer for, if a placement is cancelled after approval is received from EBP 
South.  

 
Please come and see me in the admin office if you need any help,  
 
 
Miss Quinn 
Work Related Learning Coordinator 
 

 
       Deadline to return forms – Thursday 29th February 2024 

Important: Please ensure that the Employer Liability Insurance part is completed and 
there is a signature on the final page from the employer, student and a parent/carer 
before it is returned to school.  
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WORK EXPERIENCE PLACEMENT  

 
Work Experience gives students the opportunity of carrying out some tasks within a workplace. 
Work shadowing gives students a broader understanding of the role of an employee within an 
organisation. Both activities help to prepare students for the transition from education to the 
world of work. 
 
TERMS AND CONDITIONS 
 

• Placements should not impose undue strain on students and should comply with the terms 
and conditions of employment to young workers in the occupation concerned. 

• Students are required to comply with the safety regulations of the organisation where they 
are placed. 

• Students should not participate in activities that may be harmful or dangerous. 

• Students do not receive wages whilst on placement but, in some cases, employers may offer 
assistance with fares and meals. 

 
INSURANCE 
 
As students on placement are not employed, they are not entitled to the benefit of the National 
Insurance (Industrial Injuries) Act, in the event of an injury through an accident. They are, however, 
insured through the school’s insurers who state: 
 

“The company will indemnify the Policyholder and no other person in respect of legal 
liability incurred by the Policyholder arising out of injury to or injury or damage caused by 
any student while such student is undertaking work experience duties arranged by the 
Policyholder.   
Provided that the company shall not be liable under this Extension if the person, company 
or organisation providing the work experience for such student is entitled to indemnity 
under any more specific insurance.” 

 
In addition, employers will be required to have insurance cover against accident or injuries caused 
by the negligence of employers or their employees and to accept or insure themselves, as they 
would for paid employees, against liability for loss, damage or injury caused by students while 
acting as servants of the company, to employers’ property, other employees or third parties. 
 
Parents/Carers assume their normal responsibility for the student’s safety whilst travelling to and 
from the work placement. The policy does not provide cover for accidental injury sustained by 
students when travelling to or from work placements. 
 
Placements are administered by Thornden School.  The school will incur a fee of £25, which we 
will subsequently invoice the parent/carer for, if a placement is cancelled after approval is 
received from EBP South.        

     THIS PAGE FOR PARENTS/CARER TO KEEP
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WORK EXPERIENCE/WORK SHADOWING 
 
 
INTRODUCTION 
 
The main objectives of Work Experience are for students to carry out meaningful work, to establish 
relationships with other employees and to experience the difficulties and the satisfactions of going to 
work. It is appreciated that students will only be able to undertake those tasks that do not require 
detailed or prolonged training, so some work placements will only allow the student to observe or 
shadow the specified task or person. 
Work placements contribute to the students’ general, personal and social development as well as 
knowledge of the world of work. They help students to gain the self-confidence needed in an adult 
world and to develop skills and knowledge of adult life. 
 
GUIDELINES 
 
* Students usually spend one week with an employer. 
* Students should not undertake a placement that would involve them working with a close relative as 
the placement may not provide all the benefits of Work Experience. 
* For safety reasons students should not undertake a placement with solo businesses undertaking 
mobile activities. 
* Students should not undertake a placement within a Private Household unless special arrangements 
have been agreed with their parents and school. 
 
INSURANCE AND SAFETY – CHECKS CARRIED OUT BY EBP SOUTH 
 
* Employers should have public liability and employee liability insurance. 
* Provision has been made by Thornden School’s insurers   to compensate a student who suffers any 
personal injury caused by an accident during the placement. Such provision is irrespective of liability 
and in addition to any common law rights. 
* In the case of any accident or sickness during the placement, the employer should immediately 
contact the school. 
 
GENERAL 
 
* Employers should be aware that by signing the attached ‘Employer Confirmation and Agreement’, 
they are indicating their agreement to students undertaking placements on their premises until such 
time as they wish to withdraw the agreement. 
 
We recognise that placements may involve employers in considerable work and expense and the school 
is extremely grateful to those employers who provide such opportunities to young people. 
 

THIS PAGE TO BE LEFT WITH EMPLOYER 
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CHILD PROTECTION GUIDANCE FOR PLACEMENT PROVIDERS 

 
For adults working with young people, particularly those still of compulsory school age, it is important to be aware of potentially 
difficult situations.  By following the simple guidance outlined below it should be possible to ensure that the placement is a secure 
and productive environment for both the provider and the student. 

  

• Behaviour 
 
Whilst it is important to reassure a young person who may be nervous in a new placement and reliant on your guidance, you should 
avoid being over familiar.  Never permit ‘horseplay’ which may cause embarrassment or fear. 

 

• Environment 
 
Where possible avoid being on your own in an isolated or closed environment with a young person.   
 

• Touch 
 
There may be occasions when you need to touch a young person (e.g. When you are guiding them in carrying out a technical 
operation) but these should be kept to a minimum. 

 

• Mentor 
 
Those placed immediately in charge of young people should be competent in their work-role, mature in their attitudes, and yet, at 
the same time, be at ease with them and without favour or bias, regardless of the pupils age, culture, race, caste, disability, gender or 
sexuality, in line with the company’s equal opportunities procedures. 

 

• Travel 
 
Ensure that there is a known destination and check-in times with a third party in situations where a young person will be travelling 
alone with an adult during the placement.  It is a good idea to make available a mobile phone (or equivalent) in such situations. 
Parental permission will be required. 
 

• Disclosure 
 
Occasionally young people may disclose confidential information to a work colleague that gives rise to concern for their physical or 
emotional safety.  In such situations you should speak to your line manager and share your concern with an appropriate representative 
of the education provider (usually this will be a school’s work experience co-ordinator or the head teacher) or the EBP. 
 
Employers should seek advice in confidence from the Education Business Partnership about any problems with which they feel 
uncomfortable. 
 

• Disqualification 
 
You are reminded that you are required by law to protect children from harm and that any employees are required, under the 
Criminal Justice and Court Services Act, to declare that they are disqualified from working with children. 

 

• DBS Disclosures 
 

Anyone who will be supervising a person on work experience could require an Enhanced DBS Check if the person on work 
experience is under the age of 18 and particularly if a supervisor spends every day or long periods of time alone with that child 
under age 18.  
Please note: Anyone who has ‘supervision of young people’ written into their job description is required by law to be DBS 
checked. 

THIS PAGE TO BE LEFT WITH EMPLOYER 
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Letter of Understanding between EBP South and Employers Providing Work Experience 
 

To ensure that the principle conditions of the Work Experience Programme and the arrangements between the Employer and EBP South are fully 
understood, Employers are asked to confirm acceptance of the following essential points.  
 

1. The student will carry out worthwhile and meaningful work, as described in the agreed job description. The Employer will ensure that the work 
is planned by a responsible person. The student will be given an effective Health and Safety induction before starting work and will receive 
appropriate instructions and supervision during the period of work experience.  
 

2. Supervision will be provided by a suitable, responsible and competent named person.  
 

3. The Employer will ensure that the student does not operate machinery unless adequate instruction and competent supervision can be provided 
in order for it to be used safely. The Employer shall not require the Student to carry out work of an unsuitable or inappropriate nature. The 
Employer will ensure that the Student wears protective or special clothing/protective equipment as and when necessary. All prohibitions will be 
recorded on or attached to the Job Description / Health and Safety Statement.  
 

4. The Employer will inform EBP South if there have been any significant changes since the last use of the work placement.  
 

5. The Student will not receive any payment for their work. Employers are not obliged to assist with expenses but may, if they so wish, make a 
contribution directly to the Student towards the extra cost of meals and travel expenses.  
 

6. The Student will work the hours shown on the Work Experience Own Placement Form / Agreement Form.  
 

7. The Student will be required by EBP South to sign an Agreement stating that they will  
 

• not disclose any information confidential to the Employer  
 

• follow all safety, security and other instructions given by the Employer  
 

• pass on to their parents or guardians any information from the Employer regarding arrangements for their personal health, safety or 
welfare (including Risk Assessment information)  

 

8. The Student’s parent or guardian will confirm that they do not suffer from any complaint which may cause a hazard either to the Student or 
those working with him or her. The school will be required to inform the Employer of any known details requiring special attention in order to 
secure a successful placement.  
 

9. The Employer undertakes to ensure appropriate Employer Liability Insurance cover against accident or injury caused to the Student by the 
negligence of the Employer or the Employer’s servants. The Employer will accept (by way of insurance or otherwise) liability for loss, damage or 
injury caused by the Student in carrying out the tasks allocated to her/him in accordance with the Employer’s instructions.  
 

10. All parties, in accordance with normal practice, will observe all current relevant legislation, including approved codes of practice relating to 
Health and Safety, Equal Opportunities and Child Protection.  
 

11. The Employer will provide a safe and healthy working environment which covers  
 

Welfare facilities   Emergency Arrangements  
Equipment   Risk Assessments as necessary  
Safe Systems of work  
 

12. The Employer agrees to provide reasonable access for the purpose of monitoring the student.  
 

13. In cases of accident or sickness occurring to the Student whilst under the supervision of the Employer, the Student will be allowed to use 
whatever first aid facilities the Employer provides. The Employer will notify EBP South without delay and arrange for appropriate action to be 
taken.  
 

14. The Employer will provide EBP South with an accident report, in writing, following any accident which causes injury to a Student on work 
experience and will report the accident to the enforcing authority, if appropriate, within the time limit stipulated.  
 

Student’s name 

School 

Job Title 

No of working days Start date End date 

 
 

THIS PAGE TO BE LEFT WITH EMPLOYER 
 
 
 
 



 

Page 5                                       WORK EXPERIENCE OWN PLACEMENT FORM 

INSTRUCTIONS TO SCHOOL:                                                     
Please ensure all sections are completed and readable.   
Illegible forms will be returned and may cause a delay to the placement  

Student’s Name: Date of Birth: 

School: Year Group: 

WEX Start Date:                                                      WEX End Date:     
Extended WEX Only       Mon    Tues    Weds    Thurs    Fri 
Preferred Day(s)                        Please Circle 

 
EMPLOYER 

How is the Student Known to You?  

Company name: No of employees: 

Main contact person: Position: 

Workplace address: 
 

Postcode: 
  

Is this a home 
address? 

 

YES / NO 
(Please circle) 

Employer’s Liability Insurance Details  

Insurer: 

Policy Number: 

Tel: Mob: Expiry Date: 

Email: ‘ELI details required, if not placement may be declined’ 

Student Placement Details - 

Job Title: 

Job Description (Please list the key tasks and / or activities that the student will undertake) 

 

 

 

Dress Code: (Circle applicable)        Smart        Casual        Practical Workwear        Overalls         Safety Footwear                               
                                                                         No Trainers       No Jeans       Hair Tied Back       No Jewellery                                                      

Working Days: Start/Finish Times: 

Any other information? (i.e., other dress code, PPE or any weekend work?) 

 
 

Would you offer this opportunity to another young person, possibly from another school? (Please circle your answer) 
 
YES  (during a different week)                             YES  (during the same week)                                    NO     

 
 
 

I/We can offer placements to                           students at any one time. 
 
I/We can offer a maximum of placements                   per year.                       

 
 
 
 
 

Risk Assessment 

The Management of Health and Safety at Work Regulations place a duty on employers and the self-employed. The duty states that the employer 
shall make a suitable and sufficient assessment of the risk to employees." 
This includes employees who are classed as a child (below minimum school leaving age) and a young person (over minimum school leaving age, 
but under 18 years of age). Both of these definitions may be relevant to students on work experience. 
 
In addition, "Every employer shall, before employing a child, provide the parents/guardians of the child with comprehensible and relevant 
information on the risks identified by the assessment and the preventative and protective measures" 
More information available at: http://www.hse.gov.uk/youngpeople/workexperience/placeprovide.htm 

       PLEASE RETURN TO SCHOOL 

http://www.hse.gov.uk/youngpeople/workexperience/placeprovide.htm


 

 

PAGE 6                                              Health and Safety check list YES 
 

NO 

Is there someone in overall control of health and safety?        Name :  
 

 

Do you have a written Health and Safety policy?      Date Last Reviewed:  
 

 

Have risk assessments been carried out to their lowest level through a safe system of work?  
 

 

Is the placement in a high-risk environment?   
 

 

Are there any significant risks to the student that we need to be aware of?   

When you induct students, will you explain the risks, how they are controlled? whilst checking that they 
understand what they have been told? (Includes site tour, first aid, fire, prohibited areas) 

 
 

 

You will check that students know how to raise any health and safety concerns?  
 

 

Do you have a first aid kit, accident book and will you report any (RIDDOR) accidents? 
Name of appointed first aider:  
 

 
 

 

Do you have fire extinguishers? and means of raising an alarm?    Date extinguishers last checked:  
 

 

Are appropriate Health and Safety signs (e.g., Fire Exit signs) displayed in the workplace?  
 

 

Have you read our Child Protection Guidance and understand your safeguarding responsibilities?  
 

 

 Prohibitions (e.g., student will not use guillotines, students must not enter areas designated off limits etc) 

 

 

EMPLOYER CONFIRMATION AND AGREEMENT 
I confirm that:       - to the best of my knowledge and belief, the information given is correct.  
                                 - I have read the attached Letter of Understanding, child protection guidance and that all the points are acceptable to me.  
                                                   
As representative of the employer I agree to the student named above working on our premises, and to abide by all legislation relating to Equal 
Opportunities, Health and Safety and Child Protection. I will arrange for my Employer’s Liability Insurance to provide cover against accident and 
injury caused to the student by negligence of the employer or another employee and will accept or insure myself against liability for loss, damage 
or injury caused by the student in the same way as for other paid employees. My company/organisation has prepared a Risk Assessment (if 
applicable) and a safe system of work which covers all the tasks we expect this student to undertake.                                                                                     

 
Employer signature ____________________________________________                         Date _________________  
 
Name ____________________________________________              Position ____________________________________________  

 

 
 

 
STUDENT 

As the student named, I agree to take part in this work experience programme. 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 disclose such information to any other person without the Employer’s 
permission. I also agree to observe all safety, security and other regulations laid down by the Employer and made known to me either by the 
Employer’s representative or by the displayed instructions. I will pass on to my parent or guardian any information, given to me by my employer, 
which may affect my personal health, safety or welfare.  
 
Student signature ______________________________________________________                Date _______________________  

 
PARENT / CARER with legal responsibility for the student 

As parent / carer of the student named above I confirm that I have read and understood the information on this form. I agree to his/her taking 
part in this programme and undertake that he/she will observe the conditions set out above. I confirm that he/she does not suffer from any 
medical or other condition which could result in unnecessary risk to his/her health or safety or to the safety of another person. (Should you be in 
any doubt please consult the teacher responsible before signing this form).  
I confirm that if he/she leaves the employer's premises during lunch or break periods, no liability can be accepted by the employer or the school 
for any incident that may occur. Once on the placement, parents should discuss the arrangements for lunch and break periods with their child and 
make sure they are suitable.  
 
Signature of Parent / Carer _______________________________________________             Date _____________________  
 
Name _________________________________________________________________  

All information received will be managed in line with General Data Protection Regulation                     Updated: 11/21 

 

                             PLEASE RETURN TO SCHOOL  


