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Headlands School
Work Experience Policy

1. AIMS

The aims of work experience are to enable students to:

· apply skills in a work context.
· deepen knowledge and understanding of concepts learned in the classroom. 
· improve attainment by showing relevance to learning.
· improve personal and social development.
· develop students’ understanding of work, the economy and industry.
· broaden the range of continuing education options, training and employment.
· have a greater knowledge base of skills required for particular occupational areas before committing themselves.
· make the transition from school to work.
· All work experience placements feed into vocational accreditation, e.g. Asdan and CoPE award

2.  COMMITMENTS 

· The programme is one part of a whole school commitment to partnerships between education and industry.
· The school together with Careers Wales (Approved Employer search) wish to provide suitable and safe Work Experience placements throughout the local community or where appropriate near to the YPs home.
· Post 16 and Key Stage 4 class teachers are actively involved in the programme.
· All aspects of the programme form part of the school curriculum.
· There is equal access to all placements irrespective of gender, race or physical disability.
· Students are encouraged to undertake activities outside traditional gender roles.
· The school will actively seek to reinforce and build upon its existing links with the local business community.

3.   ORGANISATION

3.i Staffing

Post 16 Coordinator & KS 4 Coordinator
Post 16 & Upper School Careers and the World of Work teachers
Post 16 & Upper School Class Teachers
Careers Wales 
Principal
Head of Education
Administration assistant






3.ii Procedure

Preparation and Planning

During the first academic (Autumn 1) half term Year 10, 11and Post 16 students will have the opportunity to identify areas of work interest and complete the Headlands School Work Experience Request form and Contract.

Headlands Staff  carry out all relevant risks assessments and ensure insurance policies are in place. Post 16 and KS 4 Coordinators to access placements through local partnerships.

If a pupil had any safeguarding concerns (abuse, harm or bullying) the named ‘contact’ member of staff at any placement should be available to discuss these and inform the school as soon as possible. The ‘contact’ or designated member of staff is identified to the pupil at the start of the placement. 

Parents/carers are informed in writing as soon as the placement has been organised and a letter of consent and confirmation must be returned to the school before the YP can commence the placement. A parent/carer feedback form will be included for YPs to share with them after the placement. 

Preparation for Work Experience will begin in the Year 10 with regular meetings with Careers Wales throughout the pupil’s time at Headlands School.  At this time pupils take part in work related exercises and activities, planned and carried out by school staff, local employers (see placement information) and Careers Wales. Post 16 YPs will utilise the ‘Careers Stuff’ and Personal Stuff’ profile three year programme. 

Activities related to work experience preparation during this term will involve pupils in all the following sessions:-

a. Team Building Skills
b. Individual/Group Presentations
c. Health and Safety Briefing
d. Risks in the workplace (identification)
e. Presentation skills
f. Working with Public organisations employees.

During the planning period ALL staff will meet to discuss which YPs will need support, and the level of support required. Risk assessments and TIPS will be used to clarify and confirm appropriateness of pupil to placement.  

Teachers will need to complete the ‘Work Experience Pen Picture’ or a one page profile. A copy will be given to the employer at the initial meeting or interview and a copy will be kept with the Administration assistant, in case of emergencies. This information needs to be shared with the YP.

All YP will be transported and supported to the initial meeting or interview and supported on placements as required. 

Briefing 

Ideas and options for Work Experience can start as early as discussions in Transition/Education reviews in Year 9.




Placement

Post 16/KS4 YPs to be offered access placements throughout the year as an integral part of the Post 16 Model. YPs can access placements during holiday periods by mutual agreement of all parties.

All placements will be risk-assessed for pupil suitability when considering who works where.

Work experience can occur both off site (in the workplace) or at Headlands School where we provide various on-site work experience activities including;

· Spokes bike shop
· Headlands Radio
· Garden maintenance team
· School grounds maintenance
· Peer support
· Zero Waste sop
· Café 100
· Animal Studies Centre

Monitoring

All teachers/support staff (where necessary) will be given the opportunity to monitor placements. The teachers who normally deliver the CWW programme will be actively involved and expected to take part in monitoring.  If unable to do so, because of lack of transport, for example, those teachers/ staff would be used as ‘cover’ for teacher/staff who are monitoring.  A telephone call to be made to the employer at the end of the first day if feedback is not received from the driver.

Debriefing

Debriefing of the placement occurs immediately after the placement.  Debriefing encourages reflection, analysis and evaluation in order to identify what has been learned. YPs will complete an Evaluation Form. Assessing and recording pupils learning, evaluating placements, writing letters of thanks to employers, and completing assignments and diaries are also part of this stage.

Follow-up

a. Letter of thanks to the employer
b. Certificate for the YP for Pupil Profile. Presented in whole school assembly.
c. Collection of employers ‘Feedback Form’ for inclusion in Personal Profiles.
d. Collection of parent/carer ‘Feedback’ form for school reference and inclusion in Personal Profiles.
e. Evaluation Form and material gathered during debriefing will be kept as a resource to inform future planning and an evaluation of the Work Experience procedures. 

3.iii Costs & Expenditure

The majority of placements do not charge the school a fee; however, some supported placements (Amelia Trust Farm) charge a daily rate, which is agreed prior to the start of the placement and for an agreed fixed period of time.

In addition to this some YPs may require protective clothing or footwear, before a placement can safely commence. This will be supplied by the school, as a ‘loan’, unless an YP and parent/carer choose otherwise. On completion of placement the items are returned in a good condition, cleaned and stored in the Resource room.

A packed lunch, including refreshments will be provided for all KS 4 YPs. YPs can bring money for additional drinks/snack if agreed in advance with the parent/carer. This is to exceed no more than £2.00.

Post 16 YPs are provided with £3.00 to purchase a small lunch and drink and to support their independent programme.

All transport costs will be covered by the school. 

4.   ENTITLEMENT

Work Experience will be offered to all pupils from Year 10 onwards.  

If it is appropriate for pupils outside KS4 or Post 16 to undertake work experience, then consultation with parent/carers and Vice Principal of Education will discuss this as an appropriate option.
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