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Stephenson MK Trust relies upon the local community to offer work experience placements and are 

extremely appreciative of the time and effort given by businesses and organisations in helping deliver 

this invaluable learning experience to students. This guide provides information on the work 

experience process, the benefits to both employers and young people and an overview of health and 

safety and risk assessment considerations 
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1. Introduction 

Work experience introduces young people to the reality of working life and is a valuable and essential 

part of their Education. Practical time in the workplace is the most important factor in shaping their 

perception of work, where they can experience working in an adult environment with its different 

disciplines, routines, procedures, technology and social structures, in a safe and supervised way.  

Students can witness first-hand what employers and universities seek, and how the subjects studied 

in school connect to specific career paths. 

The UK is currently experiencing a skills shortage, particularly in certain industries.  Work experience 

is an ideal opportunity to raise the profile of business sector and bridge the gap between education 

and the workplace.  

By engaging, inspiring, and informing young people, employers help shape the future workforce. 

Contributing to the development of key skills, occupational knowledge, and an understanding of the 

qualifications and attributes required is a crucial step in supporting students’ future decision-making. 

Employer participation as a work experience provider is a valuable resource in securing and sustaining 

employment for young people in the future. This booklet outlines the responsibilities of employers 

and provides guidance to ensure that placements are meaningful and fulfilling for students. 

2. Placement Duration 

Placements may run as a one or two-week blocks, or one day per week as part of an extended 

placement. 

Short or extended placements may also be arranged by the Work Experience Team if an alternative 

work-related curriculum is agreed to be appropriate or supportive for a student. 

Placements are carefully matched, taking into account learning, medical, or behavioural needs, as well 

as any risks or vulnerabilities. Relevant information will be shared with employers where appropriate. 

3. Work Experience Activities 

 
Key Stage 3 (Years 7-9) 

Key Stage 3 (KS3) pupils will be provided with at least 1 weeks’ worth of work experience activities. 

Activities may include: 

• Multi-day work visits involving employer-set tasks or projects. 

• Work shadowing. 

• Employer talks, including technical demonstrations or tours of working premises (these 
could be in-person or virtual).  

• Careers Fairs. 
 
Key Stage 4 (Years 10-11) 

Students will be provided with at least 1 weeks’ worth of work experience placements. These: 

• Could be with more than 1 employer, irrespective of sector. 

• Could be spread across a number of days or weeks at any point during years 10 and 11. 

• Should be in person, unless there are exceptional circumstances.  
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Key Stage 5 (Sixth Form) 

Pupils on 16 to 19 study programmes are expected to do work experience, or some form of work-

related training, as part of their study programme. For some, it can be the core aim of their study 

programme. 

4. The Work Experience Team  

Stephenson MK Trust has a dedicated Work Experience and Careers Team, who are responsible for 

delivering the Work Experience programme. 

 

The team supports employers with application forms, interviews, placement suggestions and 

questions throughout the process.  They also conduct the necessary checks to ensure placements are 

suitable. 

Queries or appointment requests may be emailed to careers@stephensonmktrust.org.uk. 

Alternatively, please contact the Careers Advisor, Chloe Batchelor, on 01908 889426. 

5. Employer Considerations Before Agreeing to Work Experience 

Staffing and Supervision 

Employers should first confirm with staff whether hosting a student is viable and how the student 

might contribute. Many students will have no prior work experience, though some may have Saturday 

or evening jobs. Even basic tasks such as opening and distributing post can be new learning 

experiences. 

A designated supervisor/mentor should be identified. This individual must be competent in their role 

and mature in attitude. They will act as the first point of contact for both the student and SMKT in 

cases of absence or issues. Employers may also wish to allocate supervision to a staff member seeking 

to develop their leadership skills. A back-up contact should be identified in case of the supervisor’s 

absence. 

It is recommended that student numbers do not exceed one student per three employees. 

Inclusivity 

Employers should ensure placements are inclusive, considering students’ age, inexperience, maturity, 

and any health or medical conditions. Suitable arrangements should be made for young people with 

disabilities or learning difficulties. Relevant health and medical information will be provided in 

advance, and risk assessments should be adapted accordingly. 

Programme of Work 

Employers must plan a programme of work in advance, detailing this on the Employer Placement Form. 

A clear job description enables effective student placement. 

Work experience can include activities such as: 

• Supervised projects that encourage creativity and initiative. 

• Work shadowing and team participation. 

• Site and study visits. 

• Mock interviews and mentoring sessions. 

• Enterprise competitions and challenges. 

mailto:careers@stephensonmktrust.org.uk
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• Administrative tasks such as answering telephones, sending emails, filing, or minute taking. 

Features of Good-Quality Placements 

High-quality placements are: 

• Flexible for both employer and student. 

• Purposeful, relevant, and challenging in relation to career goals and abilities. 

• Planned and supervised to ensure effective use of time. 

• Clear about roles, responsibilities, and expectations. 

• Reviewed, with employer feedback provided to support student development. 

Benefits of Offering Work Experience 

Work experience is mutually beneficial for students and employers. Benefits for employers include: 

1. Developing commitment and loyalty from young people, supporting staff retention and 
reducing recruitment costs. 

2. Shaping the future workforce while accessing new and emerging talent. 
3. Providing current staff with opportunities to mentor and develop management skills. 
4. Gaining fresh perspectives and innovative ideas from students. 
5. Enhancing understanding of modern educational practices and qualifications. 
6. Helping break the cycle of “no experience, no job,” by enabling students to demonstrate 

workplace skills. 
7. Supporting the development of young people’s social, communication, and employability 

skills. 
8. Providing opportunities for students to learn about recruitment processes, including 

applications, interviews, and CV building. 

6. Working Times, Location and Conditions 

Although under-16s cannot usually be employed during the school day, this restriction does not apply 

to work experience. 

Work placements must comply with the EU Working Time Directive. Students should not work 

excessively long or unsocial hours. Placements should provide a minimum of 30 hours per week to 

reflect real workplace conditions. 

Students are expected to follow the company’s normal working day. Start and finish times do not need 

to align with school hours but must be agreed in advance. Students may work up to 8 hours per day, 

between 6am and 10pm, up to a maximum of 40 hours over five consecutive days. 

Weekend work is permissible, provided students are given compensatory days off during the week. 

Lunch and breaks must be arranged with the employer. Students are responsible for their own travel 

arrangements and are expected to have considered this before applying. 

Placements scheduled during school holidays are not classified as school-time work experience. In 

these cases, parents are responsible for ensuring appropriate health and safety measures and 

employer liability insurance are in place. 

Students are not expected to be paid, as work experience is part of their education. However, 

employers may choose to cover travel or meal expenses or extend employee welfare benefits to 

students. 
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Students must maintain good attendance and punctuality, arriving clean, tidy, and prepared to work. 

Work experience is a compulsory part of education, and holidays or non-urgent appointments should 

not be scheduled during placement. 

All absences must be reported to both the employer and SMKT. Employers are expected to notify the 

Attendance Officers if a student fails to arrive or is absent without explanation. 

In cases of accident, injury, or absconding from placement, employers must immediately contact the 

School Business Manager or Principal, who will then notify parents and carers. 

Please see below the contact details for each school: 

• Bridge Academy All-through Alternative Provision: 01908 889417 

• Stephenson Academy: 01908 889400 

If a placement is ended early, SMKT will ensure the student returns to school for the remaining period. 

Where students are permitted to leave the premises for lunch, SMKT will seek parental consent and 

notify the employer. 

7. The Law 

Work experience is governed by the Education Act 1996, as amended by the School Standards & 

Framework Act 1998. Section 560 permits work experience during the last two years of compulsory 

schooling (Years 10 and 11). 

The Act prohibits work subject to statutory age restrictions. Employers must comply with the Health 

and Safety at Work Act 1974, Management of Health and Safety at Work Regulations 1999, RIDDOR 

1995, PUWER 1998, COSHH 1999, and relevant legislation on equality, children’s welfare, and 

discrimination. 

Employers have the same duty of care to students on placement as to employees. Students must be 

included in workplace risk assessments, with arrangements adapted for those under 18. 

Students require closer supervision than adults due to inexperience. Employers must ensure tasks do 

not involve prohibited activities such as operating dangerous machinery, exposure to harmful 

substances, or working in hazardous environments. 

Parental consent forms, including medical and emergency details, will be provided where relevant. 

Employers must: 

• Provide appropriate PPE and training. 

• Conduct a health and safety induction. 

• Ensure adequate first aid facilities. 

• Report accidents immediately to SMKT. 
 
Further guidance is available from the HSE: Young people at work: Work experience - HSE 

8. Insurance 

All placement providers must hold valid Employer Liability Insurance (minimum £5 million) and Public 

Liability Insurance. These policies must cover students. 

https://www.hse.gov.uk/young-workers/employer/work-experience.htm
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Exemptions apply for certain family businesses and government bodies, but employers must confirm 

exemptions in writing. 

Copies of insurance certificates must be provided to SMKT before placement begins. 

9. Risk Assessment 

Employers with five or more staff must have written risk assessments, which should include 

considerations for young people under 18. 

High-risk industries (e.g., construction, agriculture, manufacturing) must ensure thorough supervision, 

training, and control measures. 

Employers may be asked to share key findings of their risk assessments with SMKT, parents, and carers. 

Site visits may also be arranged by the Work Experience Team. 

According to Keeping Children Safe in Education, paragraph 340:  

340. If the activity undertaken by the child on work experience takes place in a ‘specified place121, such 

as a school or sixth form college, and gives the opportunity for contact with children, this may itself be 

considered to be regulated activity relating to children. In these cases, and where the child doing the 

work experience is 16 years of age or over, the work experience provider e.g. school or sixth form college 

should consider whether a DBS enhanced check should be requested for the child in question. DBS 

checks cannot be requested for children under the age of 16. 

 

10. Sole Traders / Employers with less than 5 Employees  

Sole Traders and/or employers with less than 5 employees are not legally required to hold ELI or 

have a written health and safety policy.  

Whilst we are grateful for all placement offers, we must put our student’s health, safety, and 

welfare first and therefore it is with regret that we are unable to take up offers of work 

experience from businesses without the appropriate insurances and policies in place, (unless you 

are closely related to the student, see Section 10).  

If you are not related to the student, you may still participate in our work experience programme, 

providing that you are willing to obtain temporary ELI cover, at your own cost, for the duration 

of work experience.  

You will need to provide an appropriate written risk assessment before the student starts. Copies of 
both the ELI and risk assessment must be forwarded to the Work Experience team as soon as possible 
to share with parent/carers before the placement can be approved.  
 
The Health and Safety Executive has further information on managing risks for young workers, along 
with some example risk assessments and templates to help you: 
http://www.hse.gov.uk/youngpeople/workexperience/index.htm 

11. Safeguarding 

Employers are responsible for the social, emotional and physical welfare of students. Safeguarding 

considerations include: 

http://www.hse.gov.uk/youngpeople/workexperience/index.htm
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• Avoiding one-to-one unsupervised situations where possible. 
• Ensuring staff understand professional boundaries with students. 
• Addressing bullying, inappropriate behaviour, or unsafe conduct. 
• Referring any safeguarding concerns immediately to SMKT: 

o Bridge Academy All-through AP – Bev Wise, Designated Safeguarding Lead: 01908 
889417 

o Stephenson Academy – Lisa Patterson-Igwe, Designated Safeguarding Lead: 01908 
889400 
 

DBS checks may be required if placements involve unsupervised contact with students. 

Children's barred list checks via the DBS might be required on some people who supervise a child 

under the age of 16 on a work experience placement. Specific circumstances of the work experience 

placement should be considered, particularly: 

• The nature of the supervision 

• The frequency of the activity being supervised 
 

This includes whether the person providing the teaching/training/instruction/supervision will be: 

• Unsupervised themselves, and 

• Providing the teaching/training/instruction frequently (more than three days in a 30-day 
period, or overnight) 
 

If the person working with the child is unsupervised and the same person is in frequent contact with 

the child, the work is likely to be regulated activity relating to children. If so, the employer providing 

the work experience will be asked to ensure that the person providing the instruction or training is not 

a barred person. 

Schools and colleges are not able to request that an employer obtains an enhanced DBS check with 

children's barred list information for staff supervising children aged 16 to 17 on work experience. 

The above is in line with Keeping Children Safe in Education (KCSIE) Guidance. 

Please see appendix 1 which provides a checklist of documentation which is required as evidence 

for a DBS check. 

Further information can be found on the following website: 

https://www.gov.uk/government/organisations/disclosure-and-barring-service 

12. Equality and Diversity 

All placements must be inclusive and accessible, in line with the Equality Act 2010, ensuring no 

discrimination on the basis of race, gender, age, disability, religion, belief, ethnicity, national origin, or 

sexual orientation. 

13. Data Protection 

Personal information shared about students must be kept confidential and handled according to the 

Data Protection Act 1998. Information must only be used for safeguarding, health and safety, or 

emergency purposes and destroyed after the placement ends. 

https://www.gov.uk/government/organisations/disclosure-and-barring-service
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14. The Placement Process 

Placements may be sourced through SMKT’s employer database or, where required, through Proactive 

Young People, the Trust’s external provider. 

Employers will be supported with risk assessments, insurance checks, and, where necessary, DBS 

checks. Interviews are arranged to ensure suitability, and constructive feedback is encouraged 

During Placement 

Students will maintain a Work Experience Logbook to record tasks, skills, and reflections. Employers 

should: 

• Provide a clear induction and job description. 

• Introduce students to staff and workplace routines. 

• Supervise tasks and encourage reflection. 

• Provide constructive feedback and complete the Employer Report in the logbook. 
 

Site visits or off-premises activities require parental consent and appropriate risk assessments. 

Monitoring 

Attendance checks are conducted daily by SMKT. Members of staff may visit or call during placements 

to provide additional support. Employers may also be asked to complete a feedback form to improve 

the programme. 

If Issues Arise 

Students are expected to represent SMKT with professionalism, punctuality, and appropriate 

behaviour. Misconduct must be reported to SMKT immediately (please refer to section 7 for contact 

details). 

Should the student have any concerns, they can contact the work experience team or the member of 

staff allocated to carrying out the monitoring visits. 

If a placement is suspended or terminated, students will return to school. 

After Placement 

Students are encouraged to write a thank-you letter to employers. SMKT welcomes employer feedback 

and hopes that partners will continue to participate in the programme in future years. 

15. Sources, References, and Information  

GOV.UK - Employer guides to work experience: 

https://www.gov.uk/government/collections/employer-guides-to-work-experience 

Child Protection Guidance for Employers: https://learning.nspcc.org.uk/safeguarding-child-

protection/writing-a-safeguarding-policy-statement 

Health and Safety Executive: HSE: Information about health and safety at work 

Work Experience: https://www.hse.gov.uk/young-workers/employer/work-experience.htm 

Education Act 1996; 1996 c. 56; Part X; Chapter IV; Section 560: 

http://www.legislation.gov.uk/ukpga/1996/56/section/560 

https://www.gov.uk/government/collections/employer-guides-to-work-experience
https://learning.nspcc.org.uk/safeguarding-child-protection/writing-a-safeguarding-policy-statement
https://learning.nspcc.org.uk/safeguarding-child-protection/writing-a-safeguarding-policy-statement
https://www.hse.gov.uk/
https://www.hse.gov.uk/young-workers/employer/work-experience.htm
http://www.legislation.gov.uk/ukpga/1996/56/section/560
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Association of British Insurers: https://www.abi.org.uk/Insurance-and-

savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-

experience-pupils 

ELI Exemptions: http://www.hse.gov.uk/pubns/hse40.pdf 

Speak Up, Stay Safe - British Safety Council campaign: https://www.britsafe.org/speakupstaysafe 

Looking out for work hazards – advice for young people: https://osha.europa.eu/en/tools-

andpublications/publications/factsheets/66 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
http://www.hse.gov.uk/pubns/hse40.pdf
https://www.britsafe.org/speakupstaysafe
https://osha.europa.eu/en/tools-andpublications/publications/factsheets/66
https://osha.europa.eu/en/tools-andpublications/publications/factsheets/66


   

10 
 

Appendix 1 - DBS Checklist 

The person going through a DBS check (the applicant) must provide Stephenson MK Trust with 

original documents (not copies) to prove their identity.  

The documents needed will depend on the route the application takes. Applicant must use route 

1 where possible and can only move on to route 2 if they are unable to present the documents 

needed in route 1. 

Route 1 
 
The applicant must be able to show: 

• one document from Group 1, below 

• two further documents from either Group 1, or Group 2a, or 2b, below 
 
The combination of documents presented must confirm the applicant’s name and date of birth. 
 
Route 2 

Route 2 can only be used if it’s impossible to process the application through Route 1. 

The organisation conducting the ID check must then also use an appropriate external ID verification 

service to check the application. 

If the applicant doesn’t have any of the documents in Group 1, then they must be able to show: 

• one document from Group 2a 

• two further documents from either Group 2a or 2b 
 
The combination of documents presented must confirm the applicant’s name and date of birth. 

Route 3 

Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2. 

For Route 3, the applicant must be able to show: 

• a birth certificate issued more than 12 months after the time of birth (UK, Isle of Man and 
Channel Islands)  

• one document from Group 2a  

• three further documents from Group 2a or 2b 
 
The combination of documents presented must confirm the applicant’s name and date of birth. 

If the applicant can’t provide these documents, they may need to be fingerprinted. 

Document lists 

The Trust cannot accept the foreign equivalent of an identity document if that document is listed as 

‘(UK)’ on the list of valid identity documents. 
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Group 1: Primary identity documents 

Document Notes 

Passport Any current and valid passport. A UK passport can be expired up to a 
maximum of 6 months. 

e-Visa Accessed via the ‘View and Prove’ service. The share code requested by the 
applicant should be an ‘immigration status’ share code. If you do not have a 
UKVI account to access your eVisa you can create you can create one online 
(Get access to your online immigration status (eVisa) - GOV.UK) 

Biometric residence permit 
(BRP) 

UK. A BRP showing Indefinite Leave to Remain, Indefinite Leave to Enter or 
No Time Limit can be used up to 18 months past the expiry date of the BRP. 
BRP holders should be encouraged to create an account and access their 
eVisa 

Application Registration Card 
(ARC) 

Issued by the Home Office. Must be checked against the Home Office 
Employer Checking Service. 

Current driving licence 
photocard - (full or 
provisional) 

Current and valid photocard driving licence issued by UK, Isle of Man, and 
Channel Islands. From 8 June 2015, the paper counterpart to the photocard 
driving licence will not be valid and will no longer be issued by DVLA 

Birth certificate - issued 
within 12 months of birth 

UK, Isle of Man, and Channel Islands - including those issued by UK 
authorities overseas, for example embassies, High Commissions and HM 
Forces. Must be original birth certificate. Certified copies are a group 2a 
document. 

Adoption certificate UK and Channel Islands 

 

Group 2a: Trusted government documents 

Document Notes 

Current driving licence 
photocard - (full or 
provisional) 

Current and valid. All countries outside the UK (excluding Isle of Man and 
Channel Islands) 

Current driving licence (full 
or provisional) - paper 
version (if issued before 
March 2000) 

Current and valid. UK, Isle of Man, and Channel Islands. For a paper licence to 
be valid it must be issued before March 2000 and all information, including 
name and address, must be up to date 

Birth certificate - issued 
more than 12 months after 
time of birth 

UK, Isle of Man, and Channel Islands. 

Marriage/civil partnership 
certificate 

UK and Channel Islands 

https://www.gov.uk/get-access-evisa
https://www.gov.uk/employee-immigration-employment-status
https://www.gov.uk/employee-immigration-employment-status
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Document Notes 

Immigration document, visa, 
or work permit 

Issued by a country outside the UK. Valid only for roles whereby the applicant 
is living and working outside of the UK. Visa/permit must relate to the non-
UK country in which the role is based 

HM Forces ID card or HM 
Armed Forces Veteran card 

UK 

Firearms licence UK, Isle of Man, and Channel Islands 

 

Group 2b: Financial and social history documents 

Documents Notes Issue date and validity 

Mortgage statement UK Issued in last 12 months 

Bank or building society 
statement 

UK and Channel Islands. A print 
off of a bank statement that is 
endorsed with a stamp and 
signed by the bank is acceptable 
if you cannot have hard copy 
bank statements posted to you. 

Issued in last 3 months 

Bank or building society 
statement 

Countries outside the UK Issued in last 3 months - branch 
must be in the country where the 
applicant lives and works 

Bank or building society account 
opening confirmation letter 

UK Issued in last 3 months 

Credit card statement UK Issued in last 3 months 

Financial statement, for example 
pension or endowment 

UK Issued in last 12 months 

P45 or P60 statement UK and Channel Islands. Original 
only. Cannot be online 
document or printed from online 
account/PDF 

Issued in last 12 months 

Council Tax statement UK and Channel Islands Issued in last 12 months 

Letter of sponsorship from 
future UK employment provider 

Valid only for applicants residing 
outside of the UK at time of 
application 

Must still be valid 

Utility bill UK - not mobile telephone bill. 
Cannot be printed from an 
online account 

Issued in last 3 months 
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Documents Notes Issue date and validity 

Benefit statement, for example 
Child Benefit, State Pension 

UK Issued in last 12 months 

Central or local government, 
government agency, or local 
council document giving 
entitlement, for example from 
the Department for Work and 
Pensions, the Employment 
Service, Local Authority 

UK and Channel Islands – a letter 
confirming entitlement to 
benefits. For example: Personal 
Independence Payment (PIP), 
free school meals, universal 
credit, asylum support etc 

Issued in last 12 months 

HMRC self-assessment letters or 
tax demand letter 

UK Issued in last 12 months 

European Health Insurance Card 
(EHIC) or Global Health 
Insurance Card (GHIC) 

UK. Must still be valid 

EEA National ID card   Must still be valid 

Irish Passport Card Cannot be used with an Irish 
passport 

Must still be valid 

Cards carrying the PASS 
accreditation logo 

UK, Isle of Man, and Channel 
Islands. Digital PASS cards are 
acceptable where they have 
been issued by an approved 
digital PASS provider and the QR 
code has been used to confirm 
details. 

Must still be valid 

Letter from head teacher, 
college principal, apprenticeship 
provider 

UK - for 16 to 19 year olds in full 
time education or on an 
apprenticeship - only used in 
exceptional circumstances if 
other documents cannot be 
provided 

Issued in the last month 
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Appendix 2 - Employer Work Experience Placement Form 

Employers Liability Insurance (ELI) cover and Public Liability Insurance cover are legal requirements for work 

experience. We regret that we are unable to take up offers of work experience from organisations without such 

cover.  We will request copies of your insurance certificates before the placement can commence. 

 

Student Details (if known) 

Student Name:    
  

Form Group:    

Is this Placement for 
a Student you know?  YES NO 

Relationship to  
Student (if any)    

  

Employer Details    

Company /  
Organisation name:  

  
 

 

No of placements 
offered:    

Address:  

  
 
 
 

 

Telephone 
No:  
  
Mobile No:  

  

Main contact: 
(person agreeing 
placement)  

  
Main contact 
job title:    

Main contact email:    
Person to 
report to on 
first day:  

  

Website:    
Type of 
business:    

  

Student’s job title during work experience   

   

Brief description of student’s duties    
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Where will the student be working? e.g. building site, office, etc.  Dress Code and/or Special Clothing 

Required (You must provide appropriate PPE)  
  
  
  

  

Week 1 - Days & Hours of Work (Please indicate the hours for each day e.g. 9am-5pm. Max 8hrs per day, 40 
hrs per week)  

MON TUES WED THURS FRI SAT SUN 

          
ONLY BY SPECIAL 
AGREEMENT  

  

  

Lunch Break Each Day    

  

Lunch Arrangements: e.g. canteen, packed lunch, stay on site, can go off site, 

etc.  

__________ to __________  
  

  

Risk Assessment    

Do you have a written 
health and safety policy?  YES NO 

Do you have written risk 
assessments?  YES NO 

Do you have a young 
person’s risk assessment?   YES NO 

Do you have 5 or more 
employees?  YES NO 

A Health and Safety induction will be conducted on the first day of the placement.  YES NO 

Risk level of this placement  LOW MEDIUM HIGH 

Are your premises registered with any of the 
following?  

Health & Safety 
Executive 

Local Authority Other 

  

Insurances (If you are exempt, please attach details)     

Employer Liability Insurer  Policy Number   Expiry  Date  

      
  

Does your insurance policy cover students on Work Experience?  YES NO 

  

Public Liability Insurer Policy Number Expiry Date 

    
 

  

      
Motor Vehicle Insurance - 'Business Use'  
 (only necessary if the Student is to travel in 
vehicle)  

YES NO N/A 
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Selection Process     

I would like to interview any prospective student before taking them 
on. 

YES NO 
ALREADY 

COMPLETED 
If “Yes”, please indicate an approximate date for the interview, (bear in mind that 
you will not receive specific student details until April/May).     

I would like the student to supply a brief CV before Work Experience 
starts  

YES NO 
ALREADY 
RECEIVED 

  

Employer  

As a representative of the above company, I agree to take an allocated student on work experience, under the 
Education (Work Experience) Act 1973, for the purpose of gaining experience in the workplace.    
  
I understand that under health and safety law, employers have the primary responsibility for the health and 

safety of students whilst they are on work experience and as such, they will be covered under Employer 

Liability Insurance and Public Liability Insurance policies, as are other employees. I confirm that my 

organisation will hold the appropriate insurances and that these will be current at the time of the placement, 

unless I provide evidence of an exemption. I acknowledge that if valid insurance details cannot be confirmed 

by the start of the placement, the placement cannot proceed, and any allocated student(s) will not attend.   
  
Where I have indicated that young people are not covered under our existing risk assessment, the risk level 
is medium or above, or additional risks have been identified outside of our existing assessment, I will review 
and supply a copy of the amended / additional risk assessment for the school to share with parent/carers as 
necessary. I understand that this may change once a student has been allocated to me. I have made copies 
available to anyone who will be supervising the student.  

Signed:  Date:  

Print Name:  Job Title:  

 

Additional Information  
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Appendix 3 - Work Experience Parental Consent Form 
  

Student Details 

Student Name:  Form Group:  

 

 
I give permission for the above-named student to participate in the Work Experience programme, 
under the Education (Work Experience) Act 1973, for the purpose of gaining experience in the 
workplace. 
 
I recognise that work experience is a vital part of my child’s compulsory education and as such, it is 
not acceptable to arrange a holiday during this period without seeking permission through the 
completion of a Leave of Absence Form. 
 

Before your child undertakes work experience, it is very important to have information about certain 
medical conditions that may influence the type of work they can do. Should any of these details 
change prior to the work experience starting, it is your responsibility to notify the Work Experience 
Team – Careers@stephensonmktrust.org.uk or 01908 889426 
 
 

Declaration Please Tick 

I confirm that my child does not have any medical, health, educational or social 
conditions/issues that may affect their performance at work. 

 

I confirm that my child does have a medical, health, educational or social 
condition/issue that may affect their performance at work and I have noted them in 
the box below. 

 

 
 
 

Medical Details YES NO  YES NO 

Colour Blindness   Eczema/dermatitis   

Dizziness   Chronic Back problems   

Epilepsy   Claustrophobia   

Fainting or Blackouts   Skin Problems   

Impaired Hearing   Mental Health Problems   

Asthma or chest trouble   Physical Disabilities   

Inflammatory Joint Condition   
Impaired Eyesight (if not 
corrected by glasses) 

  

Is your child taking any medication 
that may affect their work, i.e., 
cause drowsiness?   

  
If YES, please note the medication here: 
 
 

If you have indicated YES for any of the above, or if your child has a medical, health, education, behavioural 
or social condition/issue that has not been listed, please give further information in the space provided 
below:  

 
 
 
 
 
 
 
NOTE: It is recommended that students have an up-to-date tetanus injection if they are to be exposed to 
animals or soil during their placement e.g., farming, vets, kennels, stables, or other similar job types. 

mailto:Careers@stephensonmktrust.org.uk
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I agree to my child receiving medical treatment whilst on placement that, in the opinion of a 
qualified medical practitioner, may be necessary.    
 

Emergency Contact Details - I agree to keep the school up to date with my emergency contact details. 

Emergency 
Contact Name 1: 

 
Emergency 
Contact Tel No 1: 

 

Emergency 
Contact Name 2: 

 
Emergency 
Contact Tel No 2: 

 

GP Surgery:  GP Tel No:  

 

I will support my child in trying to find their own placement and understand that if they use the ‘Job 
Board’ they may not get the placement they wish. The final decision as to where each student is placed 
will rest with the school.   
 

Students will be covered by the Employers Liability Insurance (ELI); however, they will not be entitled 
to compensation through the National Insurance (Industrial Injuries) Act 1969 in the event of an 
accident.  Therefore, all placements must have valid Employers Liability Insurance in place at the time 
of the placement.  Placements will not be confirmed for pupils until the Work Experience 
Administrator is satisfied that there is adequate ELI in place.   
 

I understand that my child will not receive any payment whilst on work experience.  
 

I will encourage my child to complete and return the work experience logbook. 
 

I have read the information provided in the work experience guide and the school’s behaviour policy 
regarding expectations during work experience, and I will reinforce this information with my child. 
(Both are available on our website). 
 
 

Do you consent to your child’s photograph being taken whilst on work experience and 
displayed? (Circle your response) 

On celebratory displays in and around the school? YES NO 

In school publications? (Separate permission would be sought for a Prospectus)  YES NO 

On the school website? (This can be viewed throughout the world) YES NO 

In newspapers? (Where a student’s full name may also appear if relevant to the 
story)  

YES NO 

On television? (Separate permission would be sought before a student’s name 
was used)  

YES NO 

In promotional material for the employer? (Separate permission would be sought 
before publication)  

YES NO 

 

 

Off premises permissions: 

I give permission for my child to leave the premises at break and/or lunchtimes YES NO 

I give permission for my child to attend site visits and other activities associated 
with the work experience placement.  I understand the employer will inform me if 
this is the case and will ensure my child is suitably supervised and the appropriate 
transport and insurances are in place. 

YES NO 

 
I agree that the employer can see the above information and that the school can disclose any 
information that they feel is relevant to the health, safety and welfare of my child whilst on the work 
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experience placement solely for the purposes of the work experience programme.  I am aware that 
some or all the information contained on this form may be stored either manually or electronically in 
accordance with the Data Protection Act and will be destroyed upon completion of the work 
experience programme. 
 
 

Parent/Carer signature: ……………………………………………Date: ………………………………………….… 
 
 
Print name: …………………………………Relationship to student: …………………………………………… 
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Appendix 4 - Work Experience Diary 

 

Work Experience Diary 
 

 

 

 

 

 

Name 

 
 
 
 

Work Experience 
Placement 

 
 
 
 

Dates 
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Work Experience Details 

Company Details 

Company Name  

Address  

 

Telephone Number  

 
Placement Information 

Start Date  

End Date  

Start Time  

End Time  

 
Supervision 

Name of contact  

Job title  
 
Dress Code 

What do I need to wear? 
 

 
 
Lunch/ Break Arrangements 

Time of Break  

Time of Lunch  

Will I need to bring lunch?  

 
School Contact Details – If you can’t go to your placement, you must telephone your 

school and employer as early as possible to inform them  

Teachers Name  

School telephone number  

 

 

 



   

22 
 

Expectations and Goals 

An employer expects you to: 

• Be at work every day 

• Arrive on time 

• Wear appropriate clothes 

• Listen and follow instructions 

• Follow general and company Health and Safety rules 

• Work hard and enthusiastically 

• Respect both workers and customers 

• Ask questions 
 

What do you want to get out of work experience? 

• Increase your confidence 

• Be more independent 

• Be better organised 

• Try out your skills 

• Learn about work 

• Show enthusiasm 

• Compare school and work 

• Work as a team member 

• Develop new skills 

• Meet people of different ages 

• Find out what employers want 

• Do something different 

• Work safely 
 

Choose three personal goals for your placement: 

1. 

 

2. 

 

3. 

Health & Safety  

By the end of the first day, you need to check that you have the following information: 

  Initial when complete 

1. Guided tour of the workplace  

2. Aware of: 

• Fire Exits 

• Assembly Points 

• First Aid facilities 

• Welfare facilities (kitchen, toilets, canteen etc) 
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3. Explanation of emergency procedures in case of a fire  

4. Know the location of fire alarm points and firefighting equipment  

5. Explanation of accident reporting procedures  

6. Explanation of the Risk Assessment i.e. Safety precautions and 

electrical hazards pertinent to your role 

 

7. Explanation of safe systems at work  

8. Use of personal protective equipment (PPE) if required  

9. Explanation of how you are going to be supervised.  

Your signature 

 

Date 

Supervisors signature 

 

Date 

 
Daily Diary 

Questions to consider when completing your diary: 
• What have I done today? 
• What have I learnt today? 
• What have I enjoyed the most and why? 
• Have I met my personal goals? 
• How can I improve my performance? 
Day One  

Date 

 

 

Day Two  

Date 

 

 

Day Three 

Date 

 

 

 

Day Four 

Date 
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Day Five 

Date 

 

 

 
Employers Report            

To be completed by the placement provider at the end of the placement. 

Student Name  

Work Experience Provider  

Date of placement  

 
Attendance 

Day 1 Day 2 Day 3 Day 4 Day 5 

AM PM AM PM AM PM AM PM AM PM 

 
 Acceptable Good Excellent 

Timekeeping    

Attendance    

Appearance    

Communication    

Following instructions    

Initiative    

Ability to solve problems    

Enthusiasm    

Comments 
Any further comments are appreciated as this report will be used as part of the students work 
placement evaluation.   

 
 
 
 
 
 
 

 

Signature:…………………………… Position in Organisation:……………………………………………. 

 

Name: ………….....................  Date: …………………………………………………………………… 
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Student Review 

To be completed by you after your work placement 

Did you achieve your three personal goals? If not, why? 
 
 

Can you think of an example during your placement when you demonstrated the following skills: 
 

• Listening  
 
 

• Speaking 
 
 

• Problem solving 
 
 

• Creativity 
 
 

• Staying positive 
 
 

• Aiming high 
 
 

• Leadership 
 
 

• Teamwork 
 

 
What did you enjoy most during your placement? 
 
 
 

What did you enjoy least during your placement? 
 
 
 

Has the placement given you any ideas for the future? 
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Parent/ Carer Review 

To be completed by your parent/ carer after your work placement 

In conversation with your son / daughter, have you found that he or she has…? (please comment 
where appropriate) 

Gained in confidence? 
 
 
 
 
 

Shown increased maturity? 
 
 
 
 
 

More ideas about their future? 
 
 
 
 
 

Enjoyed the experience? 
 
 
 
 
 

Had any problems? 
 
 
 
 
 

Any other comments? 
 
 
 
 
 
 
 

Signature 
 
 

Date 

 

 

 



   

27 
 

Appendix 5 – Employer Work Experience Guide (Summary) 

 

Introduction  

Work experience provides students with valuable exposure to the workplace, helping them understand 

routines, procedures, skills, and career pathways. It also helps employers engage with young people, 

showcase their sector, and develop the workforce of the future.  

Key Roles & Responsibilities  

• Work Experience Team – Supports employers and students, manages placements, risk checks, 
and paperwork. Contact: careers@stephensonmktrust.org.uk / 01908 884426.  
 

• Employers – Provide safe, supervised, meaningful placements, appoint a mentor, and ensure 
inclusivity.  
 

• Students – Expected to attend punctually, behave professionally, and complete a logbook.  
 

Placements  

• Duration – Usually 1–2 weeks, or one day per week. Flexible depending on student needs.  

• Working Hours – Up to 8 hours per day, between 6am–10pm, max 40 hours per week. Must 

comply with Working Time Directive.  

• Conditions – No pay is required, though expenses (e.g. travel, meals) may be covered. 

Lunch/break times to be agreed.  

Things to Consider Before Hosting  

• Discuss with staff whether taking a student is viable.  

• Appoint a competent supervisor/mentor.  

• Ensure the placement is inclusive (consider age, health, special needs).  

• Prepare a programme of work (shadowing, projects, admin tasks, interviews, team activities).  

• Keep placements planned, purposeful, flexible, and reviewed.  
 

Benefits for Employers  

• Shape the future workforce and access young talent.  

• Staff development via supervisory opportunities.  

• Fresh perspectives from students.  

• Supports recruitment pipelines and improves retention.  

• Helps students break the 'no experience = no job' cycle.  

Health, Safety & Insurance  

• Students are considered employees for Health & Safety law.  

• Employers must assess risks for under-18s and ensure supervision.  

• Restrictions apply: students must not operate dangerous machinery or work with hazardous 

substances.  

• PPE and inductions must be provided.  

• Employers must have Employer’s Liability & Public Liability Insurance (£5m minimum).  

mailto:careers@stephensonmktrust.org.uk
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Risk Assessment  

• Existing risk assessments are acceptable if they cover young people’s needs.  

• Schools may request copies and conduct checks.  

• Lone working requires a DBS check for the supervisor.  

Safeguarding, Equality & Data  

• Employers are responsible for student welfare.  

• Avoid one-to-one unsupervised situations where possible.  

• DBS checks required if unsupervised contact is likely.  

• Placements must comply with the Equality Act 2010.  

• Student data must be confidential and securely destroyed after placement.  

Attendance & Behaviour  

• Students must attend daily, report absence, and behave professionally.  

• Employers should notify schools of absences, accidents, or misconduct.  

• Misconduct may result in suspension/termination of placement.  

Placement Process  

1. Application – Students apply; employers are contacted.  

2. Checks – Risk assessment, insurance, and (if needed) DBS completed.  

3. Interview – Employer and student meet before placement.  

4. Induction – Health & safety briefing, workplace tour, expectations set.  

5. Monitoring – Daily attendance calls and workplace visits by staff.  

6. Review – Employer completes feedback in student logbook.  

During & After Placement  

• Students complete a daily logbook (skills, tasks, reflections).  

• Employers provide meaningful tasks, feedback, and supervision.  

• Closing meeting: review achievements, lessons learned, and career links.  

• Employers encouraged to provide references and feedback.  

• Students send a thank-you note.  

Key Contacts  

• Careers Advisor – Chloe Batchelor 01908 889246  

• Attendance Officers – Bridge Academy All-through Alternative Provision 01908 889417 / 

Stephenson Academy 01908 889400  

• Safeguarding Leads – Bev Wise (Bridge) / Lisa Patterson-Igwe (Stephenson)  

In Summary  

Hosting a work experience student is an opportunity to invest in young people, develop your staff, and 

build the workforce of tomorrow. By ensuring placements are safe, inclusive, structured, and 

supportive, employers help students make meaningful connections between education and the 

workplace.  
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Appendix 5 – Parent/Carer Work Experience Guide (Summary) 

 

What is Work Experience? 

Work experience provides students with the opportunity to experience working in an adult 

environment whilst still at school. It helps students develop transferable skills, gain knowledge to 

enhance job applications, and explore career options before committing to them. 

Placement Duration 

Placements can be: 

• One or two-week blocks 

• One day per week as extended placements 

• Short or extended placements organised by the Work Experience team where appropriate 
 

The Work Experience Team 

Stephenson MK Trust has a dedicated Work Experience and Careers Team responsible for delivering 

the programme. The team can be contacted at careers@stephensonmktrust.org.uk or 01908 88426 

(Careers Advisor: Chloe Batchelor). 

Organising Placements 

Students are encouraged to find their own placements using their initiative. If unable to secure a 

placement, the Work Experience team can source one through their provider, Proactive Young People, 

who maintain an extensive employer database and conduct risk assessments and safeguarding checks. 

Working Times, Location and Conditions 

• Students can work up to 8 hours a day between 6am and 10pm 

• Maximum of 40 hours over five consecutive days 

• Minimum of 30 hours per week recommended 

• Students are responsible for their own travel arrangements 

• No payment is provided as it's part of education 

• Employers may contribute to expenses at their discretion 
 
Attendance 

Students must: 

• Maintain good attendance and arrive on time 

• Report absences to both employer and school Attendance Officers immediately 

• Continue to ring daily during absence periods 

• Return to school if unable to continue placement for reasons other than illness 
 
Contact numbers: 

• Bridge Academy All-through Alternative Provision Attendance Officer: 01908 889417 

• Stephenson Academy Attendance Officer: 01908 889400 
 

Health and Safety 

• Employers have primary responsibility for health and safety 

mailto:careers@stephensonmktrust.org.uk
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• Students are covered under employer's Employers Liability Insurance (ELI) and Public Liability 
Insurance 

• Work Experience Team requests confirmation of insurance and risk assessment details 

• Exemptions exist for certain family businesses 

• Employers must review risk assessments for students, considering age, maturity, and 
inexperience 

 
Safeguarding 

• Employers are responsible for student welfare 
• Each employer has a Designated Safeguarding Lead 
• Students receive briefing before placement on child protection issues 
• School Designated Safeguarding Leads: 

o Bridge Academy All-through Alternative Provision: Bev Wise (01908 889417) 
o Stephenson Academy: Lisa Patterson-Igwe (01908 889400) 

 
Students with Additional Needs 

The Work Experience Team liaises with school departments, including Intervention Teams and 

SENDCO, to ensure all students can participate. Additional support is provided where possible, 

considering special requirements and needs. 

Behaviour and Conduct 

Students must: 

• Maintain highest standards of punctuality, attendance, good manners, appearance, and 
behaviour 

• Observe workplace codes of conduct 

• Keep mobile phones switched off during working hours 

• Not post about work experience on social media 

• Maintain confidentiality of sensitive information 

• Comply with all safety and security regulations 
 
Planning Your Placement 

Students should: 

• Start planning early 

• Consider career interests, favourite subjects, and hobbies 

• Research companies and industries 

• Be realistic about capabilities 

• Not be influenced solely by friends' choices 

• Consider asking family, friends, or neighbours about placement opportunities 
 
Finding a Placement 

The Work Experience team maintains a database of employers and can access Proactive Young People's 

database. Popular areas (sport and leisure, animal welfare, hair and beauty) fill quickly, so early action 

is essential. 

 

 



   

31 
 

The Process 

Trust Placements: 

1. Student completes work experience application form with form tutor 
2. Work Experience team identifies suitable employer 
3. Team completes employer form and risk assessment 
4. Insurance documents and DBS checks requested if needed 
5. Interview arranged between employer and student 
6. Feedback provided if placement unsuitable 

 
Proactive Placements: 

1. Student information uploaded to Proactive's secure database 
2. Username and password emailed to parents/carers 
3. Proactive searches for suitable placements (up to 6 weeks) 
4. Work Experience team discusses placements with student 
5. Student contacts employer to arrange interview 

 
Interview Preparation 

Students should: 

• Write down questions beforehand 

• Find out reporting location, times, and dress code 

• Check transport arrangements 

• Ask about lunch provisions and whether they can leave premises 

• Arrive on time and dress appropriately 

• Prepare answers to common questions 

• Show enthusiasm and interest 
 

During Work Experience 

Students will: 

• Receive induction covering organisation, rules, and health and safety 

• Complete a Work Experience Logbook daily 

• Receive a staff visit or call during placement 

• May have photograph taken with parental permission 

• Be treated as junior staff members 

• Learn through observation and supervised tasks 
 

If Things Go Wrong 

Students should: 

• Give the placement a chance 

• Speak to their supervisor first 

• Contact the visiting staff member or Work Experience team if issues persist 

• Remember that some tasks may be boring but learning still occurs 
 
After Work Experience 

Students should: 

• Update their logbook 

• Request employer to complete performance report 
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• Review objectives and achievements 

• Ask about future recruitment plans and apprenticeships 

• Request a reference 

• Use logbook for future job applications and CV writing 
 

Parents/Carers Responsibilities 

Parents/carers must: 

• Sign and return consent form 

• Provide up-to-date medical and emergency contact details 

• Support child in finding placements 

• Discuss job implications and rehearse telephone calls 

• Encourage good work habits 

• Show interest in daily experiences 

• Help maintain perspective if child isn't enjoying placement 

• Contact Work Experience team if difficulties arise 

• Consider offering placements through their own networks 
 
References and Guidance 

The guide includes links to: 

• GOV.UK - Employer guides to work experience - 
https://www.gov.uk/government/collections/employer-guides-to-work-experience  

• Child Protection Guidance for Employers – https://learning.nspcc.org.uk/safeguarding-child-
protection/writing-a-safeguarding-policy-statement  

• Health and Safety Executive Work Experience - https://www.hse.gov.uk/young-
workers/employer/work-experience.htm  

• Education Act 1996; 1996 c. 56; Part X; Chapter IV; Section 560 - 
http://www.legislation.gov.uk/ukpga/1996/56/section/560  

• Association of British Insurers - https://www.abi.org.uk/Insurance-and-
savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-
experience-pupils  

• ELI Exemptions - http://www.hse.gov.uk/pubns/hse40.pdf  

• Speak Up, Stay Safe - British Safety Council campaign - 
https://www.britsafe.org/speakupstaysafe  

• Looking out for work hazards – advice for young people - https://osha.europa.eu/en/tools-
andpublications/publications/factsheets/66  

 
Key Contact Information 

 
Work Experience Team: careers@stephensonmktrust.org.uk / 01908 889426 
 
Bridge Academy All-through Alternative Provision: Central@bridgeacademy.org.uk / 01908 889417 
 
Stephenson Academy: Reception@stephensonacademy.org.uk / 01908 889400 

https://www.gov.uk/government/collections/employer-guides-to-work-experience
https://learning.nspcc.org.uk/safeguarding-child-protection/writing-a-safeguarding-policy-statement
https://learning.nspcc.org.uk/safeguarding-child-protection/writing-a-safeguarding-policy-statement
https://www.hse.gov.uk/young-workers/employer/work-experience.htm
https://www.hse.gov.uk/young-workers/employer/work-experience.htm
http://www.legislation.gov.uk/ukpga/1996/56/section/560
https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
https://www.abi.org.uk/Insurance-and-savings/Products/Businessinsurance/Liability-insurance/Employers-liability-insurance/Work-experience-pupils
http://www.hse.gov.uk/pubns/hse40.pdf
https://www.britsafe.org/speakupstaysafe
https://osha.europa.eu/en/tools-andpublications/publications/factsheets/66
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