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Introduction 

Work experience that is well planned and organised has an important 
role in developing a student’s personal and social skills as well as 
giving them the opportunity to learn directly about work. Students 
will be able to develop work place skills and employability skills. 

Students from Key Stage 4 will undertake a 5-day placement in the 
summer term of Year 10, that they organise themselves. 

 

Health and Safety 

As students are being educated off site during the work experience 
placement national Health and Safety guidelines will be followed. 
Every placement will be Health and Safety checked by Changing 
Education. Every student will use the Changing Education Connect 
App to record their placement and submit written/ email 
confirmation from the employer to the school. Every student will 
provide information relating to SEN or medical needs either to the 
College or the employer directly. 

Every placement will be provided with guidance for employers 
related to work experience. They will also be given an emergency 
contact number for the 5 days. Every placement will provide details 
of employers’ liability and public liability insurance details to the 
Changing Education. 

Every placement will be risk assessed for the duration of the 
placement by Changing Education. 



A nominated person from the organisation will have overall 
responsibility for them during their placement. 

If an incident or accident occurs during the placement the College 
will be informed immediately by the employer. 

Every student will be given an emergency contact number in case of 
an incident or accident whilst on placement. 

 

Responsibilities 

The College 

The College will ensure that all placements are appropriate for the 
student and that the placement is checked for Health and Safety by 
Changing Education. The College will ensure that students are 
prepared prior to their placement and are debriefed about their 
placement after its conclusion, where possible. The College will 
ensure that every placement is contacted during the week wherever 
possible through a phone call from a member of staff.  A record of 
these will be kept by the College. 

The College will ensure that parents are given a copy of the risk 
assessment for their son/daughter before the placement 
commences, if requested. The College will ensure that all child 
protection and safeguarding procedures have been adhered to for 
the placement. 

The College will ensure that the placement meets the Working Time 
Regulations 1998 for students on work experience. 

 

 

 

 



The Work Experience Co-ordinator 

The Work Experience Co-ordinator will develop and review 
procedures to ensure that students undertaking work experience 
are not subject to unacceptable risks and that all placements are 
suitable. 

The Work Experience Co-ordinator will ensure all necessary risk 
assessments and consent forms are completed and that all 
procedures related to health and safety and child protection are 
adhered to. The Work Experience Co-ordinator will liaise with staff, 
students, parents and employers to ensure efficient and effective 
preparation for and completion of the placement. 

The Work Experience Co-ordinator will provide emergency contact 
details to placements nand students and ensure the number is 
available during the entire placement. 

 

Placement Providers/Employers 

Employers will complete all necessary risk assessment and health and 
safety documentation for the placement prior to the commencement 
of the placement. 

Employers will ensure students are briefed of all relevant 
information and risks at the start of the placement. 

Employers will inform students prior to the placement of any special 
equipment or arrangements they will need to make. 

Employers will assign the student a named supervisor for the 
duration of the placement. 

Employers will read and adhere to the safeguarding and child 
protection guidance provided by Changing Education. 

 



Changing Education 

Will adhere to the terms and conditions as set out in the agreement 
for the supply of services document.  

 

The student/parents/person with parental responsibility 

Students and parents will ensure they find their own work 
experience placement and use the Changing Education connect APP 
to submit their placement by the deadline set. They will also 
complete a work experience consent form. 

Students will ensure good attendance, punctuality, appropriate dress 
and behaviour throughout the placement. 

Students will inform the College through the given contact numbers 
of any accident or incident where necessary. 

Students will not accept any payment for work undertaken during 
work experience due to the legal requirement for work experience. 
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