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Aims and Objectives
At Carwarden House School, work experience placements provide an invaluable opportunity for students to learn about the world of work. They are an integral part of providing a robust careers education for students. Work experience is used from Key Stage 4 onwards as a way to supplement the careers provision offered to the students. It is an essential part of preparing the students to make an effective transition from school to adulthood and into meaningful employment. It is also seen as a tool to help students to build on their aspirations and goals for the futures.
The work experience provision at Carwarden House School aims to achieve:
· The development of students’ employability and key skills, personal development, maturity and increase motivation to learn
· Support careers education and guidance
· Support students personal and social education
· Enhance the curriculum, including vocational courses where appropriate
· Prepare students for opportunities, responsibilities and experiences of adult life
· Give students first-hand experience of employment and appreciate the expectations that employers have of employees
· Understand how companies and organisations function
· Assess how they will adapt to working patterns and relationships outside of school
· Understand their own strengths and areas for development
· Gain self confidence in the working world, working as a team
· Understand the importance of matters relating to Health and Safety
· For employers to gain an insight into working with SEN students to narrow the employment gap

Relevant Legislation
· The Employment of Women, Young Persons and Studentren Act 1920
· Dangerous Machines (Training of Young Persons) Order 1954
· The Office, Shops and Railways Premises Act 1963
· The Employment of Studentren Act 1973
· The Health and Safety at Work Act 1964
· The Health and Safety (Training for Employment) Regulations 1990
· The Education Act 1996
· The Management of Health and Safety at Work Regulations 1999
· The Disability Discrimination Act 1995

Procedures
In line with legislation, every student in Year 10 and Year 11, as well as Sixth Form, will be offered the opportunity to go on work experience. The aim is for every student to complete a 1 x week (Monday- Friday, at least 3 hours a day) once a year. This is scheduled to happen during the end of the spring term and summer term for Year 10 and Year 11.  In terms of the Sixth Form work experience will take place throughout the year. Sixth Form students will complete work experience over a longer period of time. This is referred to as extended work placements, which take place 1 day a week.
The school is supported with its work experience placements by The Prospect Trust. They help with work experience legalities such as completing risk assessments for every placement. They use the platform named GROFAR which collates all work experience documentation, such as the fact that the necessary checks have taken place so that students have an entirely safe work experience.

Where possible, students are encouraged to find a placement themselves, so that it is rewarding and enjoyable. Students learn about work experience during their careers lessons, and letters are issued to parents/carers explaining the process of work experience, how to find placements. Parents are also given contact details of the Work Experience Coordinator in school so that they can discuss any questions or concerns they have about work experience. School will offer support where they can for students who need help with gaining a work experience placement. 
Students need to return their completed forms to the school, which give details of the work experience placement they have found. Only when the students form is returned to school, with the signatures of the student, parents/carer and employer is the placement confirmed. Employers must also provide a copy of their Employer Liability Insurance, which will then be placed on the GROFAR database, this is to help with the completion of the necessary risk assessments. Once this is confirmed then the Work Experience Coordinator will make a workplace visit with the students so that the employer will meet with the student and also to check that the placement is going to meet the needs of the students. This is only done when the work placements are sourced by the Work Experience Coordinator. If the work placement has been sourced by parents, they will carry out an initial visit, unless they are unable to, at when the Work Experience Coordinator will carry it out. Students are prepared for their work experience placement as part of their careers lessons, where topics such as Health and Safety are covered.  
During the period of work experience some students will require the support of a teaching assistant, so they can fully access work experience. However, this requirement is assessed on individual needs. Staff will visit students once a week during their work experience to check their progress and put measures in place to improve any support the students need. An employer report is sent out to the school on the completion of the placement, this often helps with future placements. Students will also complete a work experience booklet, logging what tasks they have undertaken. Key Stage 4 students will also use their experiences on placement and their logs to help in the completion of an OCN vocational unit, which feeds into a wider qualification.
Students in Key Stage 5 can complete an extended work experience placement, when they will spend 1 x day a week over an extended period of time at a work placement. 

Responsibilities
Trustees
· Responsibility for the management of work experience placements is delegated to the Leader of Vocational Learning and the Work Experience Coordinator
· Ensure that appropriate liability insurance is in place to cover students and staff, including staff visits to placements

Head Teacher
· Ensure work experience opportunities complement the curriculum of students and is appropriate to their individual needs
· Ensure robust risk assessments are in place for every placement
· Ensure the Work Experience Policy is reviewed every two years

Leader of Vocational Learning
· In conjunction with careers, life skills and home skills lessons, ensure that the students have received adequate Health and Safety instruction in relation to any risks they are likely to be exposed to in the course of their placement
· In conjunction with class teachers, prepare students for work experience and guide them on how to complete their work experience log books
· In conjunction with class teachers, ensure that each student writes thank you letters and support any letters of application or CVs if applicable
· Oversee the administration of work experience documentation and delegate work to the Work Experience Coordinator
· Oversee the Work Experience Coordinator in helping students to find and assess the suitability of placements
· Oversee the Work Experience Coordinator in ensuring that all placements are supported by The Prospect Trust. All placements should be risk assessed and comply with legislation and the School’s Health and Safety Policy. Risk assessments need to be completed for every placement.
· Ensure that students and parents/carers are provided with all relevant information regarding work experience placements.
· Oversee the Work Experience Coordinator in liaising with staff to arrange visits for students.
· Overseeing the Work Experience coordinator in ensuring that employers in placements have full relevant information regarding students undertaking a placement with them, including details of additional educational or special needs
· Monitor and evaluate work experience placements. Ensure complaints and issues that arise are dealt with properly

Work Experience Coordinator
· Work allocated hours to support the management of Key Stage 4 and 5 work experience, liaise with the Leader of Vocational Learning and external agencies. Compile and complete all necessary paperwork for The Prospect Trust and the school.
· To take action to minimise any risks to Health and Safety by liaising with The Prospect Trust to carry out suitable and robust checks on employers.
· Provide students with any relevant information about the employer and site conditions / requirements that may affect their health and safety.
· Ensure employers know to brief students about health and safety procedures on the first day of work experience.
· Ensure employers are aware to contact the school in the first instance, should any concern arise.
· To ensure employers provide a copy of their Employers Liability Insurance documents.
· Transport students to work place visits.
· Help students to source and assess the suitability of placements.
· Ensure that all placements are supported by The Prospect Trust. All placements should be risk assessed and comply with legislation and the School’s Health and Safety Policy.  Ensure risk assessments are fully completed for all placements.
· Ensure that students and parents/carers are provided with all relevant information regarding work experience placements.
· Liaise with staff to arrange visits for students.

Employer (Placement Provider) Responsibilities
· As prescribed in the Health and Safety Act 1974, employers have a duty to ensure so far as is reasonably practicable the health, safety and welfare at work of all their employees. Students on a placement are effectively employees of the company for the duration of work experience and therefore hold primary responsibility for the student.
· Control measures are introduced to eliminate or minimise risks.
· Ensure school and parents/guardians are aware of any safety equipment students may need to complete work experience e.g. steel cap shoes.
· Students are informed of safe working practices upon induction into the company and supplied with appropriate training and protective clothing or equipment to carry out their duties.

Parent / Carer Responsibilities
· The school is only able to provide information regarding additional educational needs when these are supplied by the parents.
· To support students on work experience placements in regard to meeting transport needs and costs. (Parents may seek assistance from the school, should they require financial support).
· Where appropriate, in the organisation of placements for their son/daughter to assist in the acquisition of relevant Health and Safety checks and Insurance documents. To ensure students are interviewed by their employer and terms agreed are outlined fully in the paperwork issued by the school.

Student Responsibilities
· To take reasonable care of their own health and safety and act in accordance with all Health and Safety requirements.
· Students should co-operate fully with their employer, and behave in a manner befitting their workplace, as representatives of the school. They should behave in a way that reflects the schools code of conduct and expectations.
· Follow all employer instructions.
· Maintain interest in their work.
· Attend work fully and notify their employer and school if they are unable to attend.
· Be punctual for work.
· Dress appropriately for their job.
· Alert school immediately should they encounter any problems.
· Complete their work experience diary to the best of their ability.
· Write a thank you letter to their employer after work experience.


Equal Opportunities
According to the Disability Discrimination Act 1995, the school ensures students with a disability are appropriately placed and have the same opportunities as their peers. This may involve liaison with parents and employers to create a pre-work experience programme that is appropriately differentiated.

Policy Review
This policy will be reviewed at least every two years but changes may be made in the interim reflecting any relevant changes in legislation and guidance. 
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