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	Placement Details:
	

	Student Name:
	
	Date of Birth:
	

	Year Group: 
	
	EHCP:
	

	Primary Need:
	

	Placement Provider: 
	

	Placement Address:
	
	

	Provider Contact Name: 
	
	Phone/Email:
	

	Placement Start Date: 
	
	Placement End Date: 
	

	Days/Times Attending:
	

	Work Experience Coordinator: 
	

	DSL Responsible:
	



	Purpose of Placement

	

	Reason for Work Experience / Volunteering: (e.g., career exploration, vocational skills, confidence building, SEND outcomes)

	

	Intended Learning Outcomes: (Include EHCP outcomes where relevant)

	



Responsibilities
	The Open Door Academy Agrees To:
	Ensure the placement is suitable, safe, and aligned with the student’s needs
	Yes
	☐	No
	☐
	
	Complete all safeguarding, health & safety, and risk assessment checks
	Yes
	☐	No
	☐
	
	Maintain regular communication with the provider
	Yes
	☐	No
	☐
	
	Monitor attendance, engagement, and wellbeing
	Yes
	☐	No
	☐
	
	Respond promptly to any concerns raised by the provider
	Yes
	☐	No
	☐
	The Placement Provider Agrees To:
	Provide a safe, inclusive, and supportive environment
	Yes
	☐	No
	☐
	
	Offer meaningful tasks appropriate to the student’s age and ability
	Yes
	☐	No
	☐
	
	Deliver an induction including health & safety procedures
	Yes
	☐	No
	☐
	
	Report attendance daily
	Yes
	☐	No
	☐
	
	Report safeguarding concerns immediately to the Academy DSL
	Yes
	☐	No
	☐
	
	Provide feedback on progress, conduct, and engagement
	Yes
	☐	No
	☐
	The Student Agrees To:
	Attend the placement punctually and regularly
	Yes
	☐	No
	☐
	
	Follow workplace rules, instructions, and safety procedures
	Yes
	☐	No
	☐
	
	Behave respectfully and professionally
	Yes
	☐	No
	☐
	
	Inform the provider and Academy of any issues or concerns
	Yes
	☐	No
	☐
	
	Represent The Open Door Academy positively
	Yes
	☐	No
	☐
	Parents/Carers Agree To:
	Support attendance and punctuality

	Yes
	☐	No
	☐
	
	Inform the Academy of any relevant changes or concerns

	Yes
	☐	No
	☐
	
	Encourage positive engagement with the placement
	Yes
	☐	No
	☐




Safeguarding & Health & Safety

	Designated Safeguarding Lead Name:
	
	DSL Phone No:
	

	DSL Email:
	

	Deputy DSL Name (if applicable):
	
	DDSL Phone No:
	

	DDSL Email:
	


Health & Safety The provider confirms that:
	A workplace risk assessment has been completed
	Yes
	☐	No
	☐
	Appropriate supervision will be provided
	Yes
	☐	No
	☐
	Insurance (Employer’s Liability & Public Liability) is in place
	Yes
	☐	No
	☐
	The student will receive a health & safety induction
	Yes
	☐	No
	☐


Attendance & Reporting

	Connect+:
	☐	Email:
	☐
	Phone:
	☐	Other:
	☐
	Time attendance must be reported by:
	

	Procedure for absence or late arrival:
	



Tasks & Activities

	Summary of Expected Tasks/Responsibilities:

	

	Any restricted tasks (due to age, ability, or safety):

	





Travel Arrangements (How the student will travel to/from placement): 
	Independent travel
	☐	Taxi:
	☐
	Parent/carer transport
	☐	Escort required:
	☐
	Other:
	



Emergency Procedures
	Provider emergency contact Name:
	
	Phone:
	

	Provider Email:
	

	TODA emergency contact Name:
	
	Phone:
	

	TODA Email:
	


Medical needs / emergency plan (if applicable):
	Medical Condition(s):
	

	Medication Taken:
	
	Dosage:
	


Agreement & Signatures
By signing this form, all parties confirm that they understand and agree to the expectations, responsibilities, and procedures outlined above.

	Placement Provider Name:
	
	Placement Provider Role:
	

	Placement Provider Signature:
	
	Date:
	

	Parent/Carer Name:
	

	Signature:
	
	Date:
	

	Student
Name:
	

	Signature:
	
	Date:
	

	TODA Head of Centre Name:
	
	Role:
	

	Signature:
	
	Date:
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