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October 2009 
 
 
 
Dear Parent 
 
 
WORK EXPERIENCE SCHEME  - 6th September to 1 7th September 20 10 
 
As part of the Year 10/11 Curriculum (Key Stage 4), an opportunity is provided for 
students to experience a fortnight at work.  The project will operate from  
7th September �± 18th September 200 9 (the first two weeks of Year 11).  
 
�7�K�L�V���S�H�U�L�R�G���R�I���Z�R�U�N���H�[�S�H�U�L�H�Q�F�H���L�V���D���N�H�\���S�D�U�W���R�I���W�K�H���V�W�X�G�H�Q�W�¶�V���H�G�X�F�D�W�L�R�Q�D�O���S�U�R�J�U�D�P�P�H������
The placement is not designed to train the student for a particular job but will help your 
son understand the world of work. 
 
Should you have any personal contacts with employers, or wish your son to experience a 
particular type of occupation that YOU COULD ARRANGE, please ensure that the 
attached form WE2 ( Work Experience Placement Information Form) is completed IN 
FULL by the prospective employer and returned to us as soon as possible . A copy of 
�µ�1�R�W�H�V���I�R�U���(�P�S�O�R�\�H�U�V�¶���L�V���D�O�V�R���D�W�W�D�F�K�H�G���D�Q�G���Z�L�O�O���Q�H�H�G���W�R���E�H���I�R�U�Z�D�U�G�H�G���W�R���W�K�H���H�P�S�O�R�\�H�U��
along with the WE form. 
 
 It is a Borough policy to check these contacts for insurance purposes and carry out 
Health and Safety checks where necessary, so that the boys are fully covered if they 
undertake the placement. Please note: if the employer does NOT have employer 
liability insurance, the student will not be allowed to take up the placement .. 
 
I should be grateful if you and your son would read, complete and return the enclosed 
double sided  AGREEMENT FORM. The STUDENT CHOICES FORM must be 
completed by your son, indicating the areas in which he would be interested to work i.e 
Leisure/Office/Retail etc. Both forms should be returned to �\�R�X�U���V�R�Q�¶�V Form Tutor as 
soon as possible.   
 
Thank you for your help and co-operation in this matter. 
 
Yours sincerely 
 

 
 
 
R M John 
Work Experience Co-Ordinator 



RICHARD CHALLONER SCHOOL 
 
 
 
 
 
 
 
 
WE 1 PARENT/CARER AGREEMENT FORM 
 
 
To be completed by the parent or carer  
 

 I confirm that I have read and understood this form and the 'Notes for Parent/Carer. 
 

 I agree to the student named below taking part in this work experience scheme. 
 

 I undertake that he/she will observe the conditions set out on the student agreement form 
 

 I understand that it is a condition of the scheme that the student shall not receive payment. 
 

 I understand that I am entitled to see any information from the employer regarding risk 
assessment. 

 
Complete as appropriate: 
 
I agree to inform the school of any history of past or present illness or disability which may 
�D�I�I�H�F�W���P�\���V�R�Q���G�D�X�J�K�W�H�U�¶�V���F�K�R�L�F�H���R�I���Z�R�U�N���H�[�S�H�U�L�H�Q�F�H�� 
 
Conditions which may influence choice of work experience include significant vision and 
hearing difficulties, poorly controlled asthma, epilepsy, diabetes, significant skin problems 
or significant difficulties with mobility.  However this list is not exhaustive. 
 
I agree for information regarding any such condition to �E�H���S�D�V�V�H�G���R�Q���W�R���P�\���V�R�Q���G�D�X�J�K�W�H�U�¶�V��
work experience employer. This will enable a risk assessment to be properly carried out on 
his/her behalf. 
 
Name of Parent or Carer.........................................................�������������������«�«�«�«�«�� 
 
�6�L�J�Q�H�G���������������������������������������������������������������������������������������������������'�D�W�H�«�«�«�«������������������������������������������������������������������������������������ 
 
�1�D�P�H���R�I���6�W�X�G�H�Q�W���������������������������������������������������������������������������������������������������������7�X�W�R�U���J�U�R�X�S���������������������������������«������ 
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WE 1 STUDENT AGREEMENT FORM 
 
To be completed by the student  
 
I agree to  
 

 take part in this work experience scheme as described in the Notes for Parents/Carers 
 

 pass on to my parent(s)/carer(s) any relevant information, provided by my employer, 
regarding the most common risks of my work placement. 

 
 observe the safety regulations and to take all possible care to prevent an accident. 

 
 look after any tools, equipment, machinery or other property belonging to the employer or to 

his/her employees. 
 

 treat as confidential anything which I find out about the employer's business and not to tell 
anyone without the employer's permission. 

   
I recognise that I am a representative of the school and I undertake to maintain the school's 
reputation in every way while I am on work experience. 
 
 
 
Signed  ................................................... �'�D�W�H���������������������������������������������������������«�«�«�« 
 
 
 
 
 
 
 
 
 

                                                       SVDS, RBK 2009 
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WORK EXPERIENCE SCHEMES 
Notes for Parents/Carers  

 
 
 

 
Why Work Experience?  
The aim of our scheme is to provide your daughter/ son with the opportunity to experience the world of work.  In 
contrast to a visit to a company, which allows students only to watch other people, work experience gives them a 
chance to participate actively in a real working environment. 
 
By giving them an insight into the world of work it helps them to adjust to adult working life.  In many cases it guides 
them towards appropriate career choices.   
 
Our scheme provides the opportunity for students to develop skills in a supervised environment.  
 
Who can take part?  
Students are allowed to participate in work experience at any time during Year 10 or 11 and students may also have a 
chance to have another placement in the sixth form. 
 
For the purpose of work experience only, the Education Acts of 1996 to 2002 suspend the laws and local bye-laws 
which restrict or prohibit the employment of students of compulsory school age.  
 
What hours of work?  
The hours of work will be no more than the normal hours worked by young employees (aged 16 -18) of the company 
or organisation concerned. Any other legal restrictions which apply to young workers (aged 16 -18) also apply to 
students of 14-16 undertaking work experience.  The maximum hours of work are no more than 40 hours per week, 
which is controlled by the Working Time Regulations 1998 and students should not be asked to work more than 5 
consecutive days in 7. 
 
How long does it last?  
If it is to have real value, work experience needs to last, in total, for at least five working days: it is normally expected 
to be longer and usually lasts for a block of 10 days at Key Stage4.  In some cases additional work experience may be 
arranged for a few students for an extended period over several weeks. 
 
What type of work?  
The types of work experience available depend on which employers offer opportunities and which kinds of work they 
consider suitable. Almost any type of approved work experience can be of educational value.  It need not be in a kind 
of employment which the student hopes to enter on leaving school. However, it must be pointed out that the actual 
tasks he/she can undertake must be fairly straightforward; and there are some types of careers which cannot be 
satisfactorily "sampled". 
 
Who makes the arrangements?  
The practice of students finding their own placement is very much encouraged and the vast majority of work 
experience is set up this way.  Employers value the effort made by young people in setting up their own placements 
and the experience for both parties is invariably a better one. 
 
It is the Head of your child's school who is ultimately responsible for the work experience scheme but a designated 
member of staff will undertake the organisation. All employers are contacted by the school prior to placement and 
most students are contacted/visited whilst on Work Experience.  
 
 
 
 
 



 
 
 
 
 
 
Your son/daughter may be required to attend an interview before they start their work experience.  As well as learning 
about the workplace and what is required of them, this is an opportunity for them to be told about the risks involved in 
the work and how these are controlled or reduced.  The school will prepare your son/daughter for this interview. 
 
If your son/daughter has any significant medical, or other special needs that may affect his/her work experience you 
must discuss these with the employer and school, before the placement begins. 
 
The Royal Borough of Kingston Council cannot be held responsible for any undisclosed medical condition or the 
liabilities which may arise from such a condition. 
 
What about Insurance?  
All employers involved in the Kingston Work Experience Scheme are advised to inform their insurance provider of any 
students undertaking work experience with the firm. The students are covered by the normal Employer Liability 
Insurance scheme and are deemed, for the purposes of the placement, to be employees of that firm. 
 
Any employer who does not have Employe r Liability Insurance cannot be used as a work experience provider.  
The work experience cannot be condoned and the placement must not proceed.  
 
Health & Safety Visits  
In order to safeguard the employer and student(s) a Health & Safety visit will be undertaken, prior to the visit taking 
place. This will be carried out by the Schools Vocational Development Service, unless the placement is out of the 
catchment area.  In this case another organisation will do the visit. The frequency of visit is governed by the level of 
risk and varies from 1 to every 4 years.  These visits are mandatory. 
 
What about pay?  
Work experience is not employment in the usual sense but part of the student�¶s education. They must not be paid by 
the employer, nor is the employer allowed to pay the school or the Royal Borough of Kingston Council.  
 
What else do parents need to know?  
No student is allowed to take part in a work experience scheme without the written consent of a parent or carer.  If the 
student is of compulsory school age, the parent or carer will be required to sign the official Student's and Parent/Carer 
Agreement. (Form WE 1). The Management of Health and Safety at Work Regulations 1999 requires that employers 
assess risks to young people under 18 years old before they start work (or work experience). Before the placement 
can proceed it is the responsibility o f the employer to undertake relevant risk assessments and to 
communicate their findings to the parent/carer.  
 
Parents are asked to let the school and the employer know as early as possible in the morning if their son or 
daughter cannot attend that day for work experience . The employer agrees to inform the school of any serious 
misbehaviour of students during work experience and to send the student(s) concerned straight back to school, if 
possible.  He/she will also notify the school immediately of any accident involving a student or of any case of illness.  If 
incidents occur after normal school hours the school emergency contact number should be used. 
 
 
 
 
 
 

 
 
           SVDS, RBK 2009 
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WORK EXPERIENCE SCHEME 
 

6th to 17 th  September 20 10 
 
 

STUDENT CHOICES 
 
 
Name of Student ..................................................�)�R�U�P�«�«�«�«�«�«�«�«�«�«�«  
 
DO YOU INTEND TO FIND YOUR OWN PLACEMENT?   YES/NO 
If yes, please arrange for the employers to complete the WE2 placement 
details/insurance form and return as soon as possible. 
 
Please indicate below the areas in which you would like to do your work 
experience. 
 
 
I would be interested in the following types of Work Experience: 
My first choice and reasons why: 
 
 
 
 
My second choice and reasons why: 
 
 
 
 
My third choice and reasons why: 
 
 
 
 
Types of work that I consider being completely unsuitable: 
 
 
 
Signed ...............................................................        Date ................................................... 



RICHARD CHALLONER SCHOOL  
           

WE2 

Please keep a copy of this form for your records.      

WORK EXPERIENCE PLACEMENT INFORMATION FORM  

School:       Tel: 
Address:       Fax: 
Email:        Contact: 
 

      Date of birth:  Tutor Group: 
Name of organisation offering placement 
 
Address  

                                                                                 Post code: 
Telephone  Fax  Email  
Contact  
Job Title  Direct Line  
Nature of Organisation  
In which department(s) will student be working? Name of student supervisor 

 
Number of employees?   1-4  5-24 25-49 50-199 200+ 
 
Details of work experience to be undertaken: 
 
 
 
 
 
 
Skills required by student: 
 
 
 
 
 
Is there any special clothing required and if so will the company provide this? 
 
 
 
Please give an assessment of risks associated with this placement and precautions to be taken by student 
and employer 
 
 
 
 
 
 
 
 
 

 
 



INFORMATION FOR WORK EXPERIENCE STUDENTS 
 
Nearest Rail/Bus Route?  

 
Working times  days of week?  Hours?  Breaks?  

 
 

 
Travel   
Lunch 

Yes 
Yes 

No 
No 

 
Are canteen meals available? 

Yes 
Yes 

No 
No 

Acceptable dress code: 
 
Any other comments: 
 
 
 
EMPLOYER�¶�6���'�(�&�/�$�5�$�7�,�2�1 
 
I have Employer s Liability Insurance Yes No 
Insurance Company? Policy Number? 
What is the expiry date? 
By the time the student actually arrives to start his/her placement, the expiry date quoted on this form may 
have passed.  If this is the case:   
Will your cover be provided by the same insurer? 
Will your policy be the same? 

Yes 
Yes 

No 
No 

I have Public Liability Insurance Yes No 
I have notified my insurers of my intentions to accept work experience 
students on my premises. 

 
Yes 

 
No 

comply with the Health & Safety guidelines 
 
Yes 

 
No 

induction 
 
Yes 

 
No 

The organisation has conducted a risk assessment  
Yes 

 
No 

Before the placement the risk assessment will be reviewed to take into 
account the needs and abilities of young people (Management of 
Health & Safety Regulations1999) 

 
 
Yes 

 
 
No 

This organisation has a written Health & Safety policy ( required by law 
for organisations with 5 or more employees) 

 
Yes 

 
No 

I agree to complete a report for students accepted for work experience  
Yes 

 
No 

 
I have read the guidelines for employers and fully understand our obligations regarding insurance 
and Health & Safety at Work regulations. 
 
Signed: 
 
Name ( please print): 
 

 
Dated: 
 
Position: 

 
Company information will be stored in a database or data retrieval system for purposes of WEx scheme 
administration and tracking.  Details will only be available to Local Authority, schools, Schools Vocational 
Development Service (part of LA), students and their parents(carers).   SVDS,RBK 2009 
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WORK EXPERIENCE 
Royal Borough of Kingston upon Thames  

 
Notes for Employers  

 
PLEASE READ BEFORE CONFIRMING PLACEMENT  
 
Purpose of Work Experience  
Work experience is the most common link activity for employers and is the most widespread work related 
activity in schools. It is realised that this makes considerable demands on employers. The success of work 
experience depends on your continuing goodwill and co-operation. Without this support the young people 
of today will miss out on a valuable experience. 
 
A work experience placement in a real working environment helps to prepare young people for the 
transition from school to adult and working life by providing situations in which they are able to develop an 
understanding of the opportunities and responsibilities involved. It also provides the opportunity for them to 
be trained in and practice particular work-related skills and receive feedback on their performance. 
 
Work experience is part of the student's education and does not necessarily coincide with their career 
choice but it provides a valuable opening to enhance their employability. Employability can be defined as 
the combination of knowledge, skills, attitudes and personal qualities (Industry in Education 1996) which 
are valued by employers. 
 
Stud ent Eligibility   
The Education Act 1996, as amended by the School Standards and Framework Act 1998, permits students 
of statutory school age to participate in work experience. The majority of young people will go out for two 
weeks in the summer term of their Year 10 with a fewer number undertaking placements in the autumn and 
summer terms of Year 11. Post-16 students participate in work experience at various times throughout the 
academic year, including students following Diploma courses. 
 
Under Section 363 of the Education Act 1996 schools have greater flexibility in delivering the National 
Curriculum and from September 1998 selected pupils have been able to undertake work experience on a 
regular basis during their final two years of compulsory schooling, i.e. from the beginning of their Year 10.   
 
Legal Issues  
For the purpose of work experience only, the Act suspends the legislation and local bye-laws which restrict 
or prohibit the employment of children of statutory school age. But any legal restrictions and prohibitions 
which apply to young workers aged 16 - 18, also apply to students of 14 - 16 undertaking work experience. 
 
Hours of Work  
The maximum hours of work are no more than 40 hours per week, which is controlled by the Working Time 
Regulations 1998 and students should not be asked to work more than 5 consecutive days in 7. 
Duration   
The arrangement will of course vary according to the preference of the employer and of the school. To 
mention only a few variations, it can consist of any of the following:- 

�‰ a continuous block of 1 week 
�‰ a continuous block of 2 weeks 
�‰ for several weeks for 1 day per week 

 
Supervision  
It is important that there is a designated member of staff who has responsibility for the student during 
his/her placement. 
 



There should be a planned induction programme for the student to welcome them into your organisation, 
which includes a discussion of health & safety issues. The student should be provided with a summary of 
the risk assessment of the job and the placement which should be communicated to their parents/carers 
before the placement is undertaken. 
 
The induction programme should also provide a background to the organisation and a tour of the building 
(for large organisations) involving meeting key personnel and an introduction to the main tasks to be 
undertaken and skills to be used. 
 
The student should be supervised while operating any machinery or equipment in accordance with the 
Health and Safety at Work etc. Act 1974.  If the student leaves your premises, to work at a different site, the 
employer needs permission from parents, unless it is understood beforehand that this is in the nature of this 
placement. 
 
It is also important that the students are supported in meeting their learning objectives by having time set 
aside in the programme for young people to record their investigations and observations and to review their 
progress (work experience diary). 
 
Payment and Expenses  
Students on work experience must not be paid: nor can the Education Authority or the individual school, 
accept any payment. Employers may however wish to reimburse students for any expenditure on travel or 
meals or to provide transport or canteen facilities free. Students on work experience may be required to 
provide for themselves special equipment or clothing. It would be helpful if you as an employer could keep 
such requirements to a minimum within the Health and Safety guidelines since the student�¶�V use of such 
special equipment and clothing may only extend to the duration of the work experience, which in most 
cases will be for a block of two weeks. 
 
Insurance and Health and Safety  
Young people participating in periods of work experience with employers are subject to certain aspects of 
employment legislation as if they were employees of the firm concerned. 
 
Insurance  
Most employers will have Employers' Liability and Public Liability Insurance. Employers will be asked to 
provide evidence of their insurance including policy number and expiry dates. 
 
Employers should advise their insurance companies when a student is accepted on Work Experience.  
Usually a simple phone call will suffice and the employer will not incur any extra cost. 
 
If Employer Liability is not in place, unfortunately the work experience will not be able to take place.  
 
The Royal Borough of Kingston cannot indemnify an employer against his/her own legal liability for injuries 
and damage arising out of the placement, but this should be covered under his/her own liability insurance. 
 
The Royal Borough of Kingston cannot be held responsible for any undisclosed medical condition and any 
liabilities which may arise from such a condition. 
 
Risk Assessment  
The student should be provided with a summary of the risk assessment of the job and the placement which 
should be communicated to their parents/carers before the placement is undertaken. 
 
Health and Safety  
Students should receive training on the safety precautions observed in the particular industry and as stated 
above they should be provided with a summary of the risk assessment of the job/placement. 
 
In case there is any doubt regarding the suitability of an occupation, reference should be made to the 
Enforcing Authorities, either the Health and Safety Executive (HSE) or the Local Authority Environmental 
Health Department. 
 
In the event of an accident or emergency records of the accident and any First Aid treatment must be kept. 



          
All accidents/emergency procedures concerning Work Experience students must be reported to the 
�V�W�X�G�H�Q�W�¶�V���V�F�K�R�R�O. 
 
Health & Safety Visits  
In order to safeguard to the employer and student(s) a Health & Safety visit will be undertaken, prior to the 
work experience taking place.  This will be carried out by the Schools Vocational Development Service, 
unless the placement is out of the catchment area.   In this case another organisation will do the visit.  The 
frequency of visit is governed by the level of risk and varies from 1 to every 4 years.  These visits are 
mandatory: your co-operation is much appreciated. 
 
Structured Programme  
Detailed arrangements for a scheme will be made by the Schools Vocational Development Service in 
conjunction with the employer. 
 
The DCSF National Quality Standard for Employers recommends that students are provided with a 
structured varied programme which meets equal opportunities criteria and which supports and encourages 
young people making non stereotypical choices. 
 
For the young person to gain the maximum benefit from his/her placement it is important that learning 
objectives are agreed at either the pre-placement interview or on the first day and where appropriate are 
modified to meet the individual's needs and interests. 
 
Child Protection  
It is important to note that child protection covers both children and young people under 18.   
 
In terms of Police checking, the new child protection legislation does not require checks to be made on 
�S�H�R�S�O�H���Z�K�R���P�L�J�K�W���K�D�Y�H���F�R�Q�W�D�F�W���Z�L�W�K���F�K�L�O�G�U�H�Q���R�Q���Z�R�U�N���H�[�S�H�U�L�H�Q�F�H�����D�V���W�K�L�V���L�V���Q�R�W���D���S�D�U�W���R�I���W�K�H�L�U���µ�Q�R�U�P�D�O��
�G�X�W�L�H�V�¶�� 
 
It is necessary to point out that once work experience is underway child protection responsibility lies firmly 
with the employer. 
 
Incident Procedures  
The Employer shall keep a dedicated log of incidents or allegations under this policy and this should be 
recorded as soon as practicable after the incident or disclosure.  The Employer should immediately contact 
the Work Experience Co-�R�U�G�L�Q�D�W�R�U���D�W���W�K�H���V�W�X�G�H�Q�W�¶�V���V�F�K�R�R�O���R�U���F�R�O�O�H�J�H���D�Q�G���.�L�Q�J�V�W�R�Q���6�F�K�R�R�O�V���9�R�F�D�W�L�R�Q�D�O��
Development Service (020 8547 6985).  A detailed incident report should always be made if a member of 
staff has been obliged to restrain a young person physically, or where complaint has been made by a 
student, parent or carer. 
 
Written and oral statements (including relevant telephone conversations) can be included and the report 
should be forwarded to Kingston Schools Vocational Development Service (020 8547 6985).  The 
Employer and staff shall treat all such incidents with confidentially and comply with Data Protection 
legislation. 
 
�(�P�S�O�R�\�H�U�V���V�K�R�X�O�G���G�R���D�O�O���W�K�H�\���F�D�Q���W�R���H�Q�V�X�U�H���W�K�D�W���H�P�S�O�R�\�H�H�¶�V���U�H�O�D�W�L�R�Q�V�K�L�S�V���Z�L�W�K���\�R�X�Q�J���S�H�U�V�R�Q�V���D�U�H��
appropriate to their age and gender and do not give rise to comment or speculation.  Attitude, behaviour 
and language require care and thought. 
 
Debriefing  
You may wish to take part in debriefing sessions at the student's school when young people will have the 
opportunity to reflect on, analyse and evaluate their placement experience.  
 
We would be grateful if you could complete an employer report (in WE diary) on the final day of placement; 
this  will give the school and SVDS a basis to discuss the placement with the student.  
 
Thank you very much for your involvement in work experience.   SVDS, RBK 2009 

 



            RICHARD CHALLONER SCHOOL  
 

 

            

 

WE3 

Emergency Contact Details  

PLEASE GIVE THIS SHEET TO YOUR EMPLOYER ON YOUR FIRST DAY 

 

School Name:  Richard Challoner School 

Contact Teacher: Mr S Walsh 

W/Ex Co-ordinator: Mr R John 

Phone number: 020 8330 5947 

 

 

 

______________________________________________________ 

Home telephone number _______________________________________________ 

Emergency contact number _____________________________________________ 

Please detail below any health issues or allergies that you may have, or any medication you 
may require during the placement (this will all be treated as confidential). 

 

 

 

 

Dear Employer 

If your student has not arrived at the placement within a reasonable time of expectation 
please contact the school. 

Thank you.                                                                                                       

                                                                                                                        SVDS,RBK 2009                                                            


