[image: ]







Work Experience Policy

1. Purpose of the Policy 
This policy provides guidance and structure for work experience placements for Sixth Form students at Holton Sleaford Independent School. The goal is to offer students meaningful opportunities that help them develop career insights, professional skills, and workplace confidence.

2. Aims and Objectives
· To provide students with the opportunity to gain hands-on experience in a professional environment. 
· To develop key employability skills, such as communication, teamwork, and time management in line with the schools Self-Co tracker system. 
· To help students explore potential career paths and make informed decisions about their future in line with the school Careers Policy.
· To foster responsibility, maturity, and resilience in a real-world setting.

3. Eligibility and Expectations
All Sixth Form students are eligible for a work experience placement.
Students are expected to secure their placements with support from the school’s work experience coordinator. Students should select placements aligned with their career interests, academic goals, or subjects studied in Sixth Form.
All placements must comply with health, safety, and insurance requirements, as set out by the school and Safety Measures Ltd.

4. Duration and Timing of Placements
Work experience is typically a weekly placement and should ideally take place during the designated work experience day: Monday. 

5. Placement Approval Process
Students must submit details of their proposed placement for approval, including the employer's contact information, job role, and responsibilities.
The Work Experience Coordinator will forward information onto Safety Measures Ltd who will conduct a risk assessment to ensure the placement meets health, safety, and safeguarding standards. Only approved placements will be considered as part of the work experience programme.

6. Student Conduct
Students are expected to behave professionally and respectfully throughout their placement, representing the school positively. They must follow all employer policies and guidelines during their time at the placement, including dress codes, punctuality, and conduct expectations. Any issues or concerns during the placement must be reported back to Holton immediately.

7. Health, Safety, and Safeguarding
The school ensures that all employers hosting work experience students are aware of safeguarding responsibilities and provide a safe environment. Students and parents/guardians will be briefed on health and safety requirements by the Work Experience Coordinator before the placement begins.

8. Insurance
The school maintains Public Liability Insurance and will verify that all employers also have appropriate Employer's Liability Insurance to cover work experience students.

9. Parental and Student Agreement
A work experience agreement form must be signed by the student, their parent/guardian, and the employer. This form outlines the responsibilities and expectations for all parties.

10. Review and Feedback
After the placement, students are required to complete a reflection and feedback form. Employers are also encouraged to provide feedback on the student’s performance. The Work Experience Coordinator will review all feedback and assess the effectiveness of placements in meeting objectives.

11. Responsibilities
· Students: Secure a suitable placement, behave professionally, complete all required documentation, and submit feedback.
· Parents/Guardians: Support the student in finding a placement and attend any pre-placement meetings if required.
· Work Experience Coordinator: Provide guidance, approve placements, liaise with Safety Measures Ltd regarding risk assessments, and offer support during the placement.

This policy will be reviewed annually to ensure its relevance and effectiveness in preparing students for the world of work.
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APPENDIX A – Introduction to Work Experience Letter

Dear Sixth Form Students,
I hope this message finds you well and you are excited about the opportunities ahead of you this academic year. I want to talk about something that can have a significant impact on your future: Work Experience.
Why is work experience important?
Gaining Work Experience is about more than just adding to your CV; it’s an essential part of preparing for your career. It gives you the chance to apply what you’ve learned in real-world settings, develop new skills, and understand more deeply what different roles and industries entail. Employers highly value candidates who have taken the initiative to gain practical experience because it shows dedication, adaptability, and a readiness for the workplace.
Through work experience, you’ll gain insight into your strengths and areas for growth, meet people who can offer guidance and support, and discover what truly excites you. This experience will also help you stand out when you apply for jobs in the future. Many students find that work experience opens doors they never expected and helps clarify their career goals.
Finding a Placement is Your Responsibility
While we’re here to support you, it’s ultimately your responsibility to seek out and secure a placement. Finding the right position requires research, networking, and resilience. Start by thinking about the fields or roles that interest you most and look into companies or organisations that align with these interests. Reach out to professionals in these areas, explore job boards, and use resources like LinkedIn to expand your connections. By taking ownership of this process, you’re building valuable skills in independence and initiative—qualities that are highly sought after in any job market.
Remember, you are not alone in this process. We’re here to offer guidance, answer your questions, and connect you with resources that may help you along the way. But the most successful students are those who take charge and actively seek out opportunities.
Good luck and remember: the effort you put into finding and making the most of your work experience will benefit you in ways you might not yet realize. Take this opportunity to explore, learn, and grow.
Best regards,
Tom Ward - Work Experience Coordinator


APPENDIX B




APPENDIX C



image3.emf
Reflection and feedback form.pdf


Reflection and feedback form.pdf


Reflection and feedback form  


Name: 


Form: 


 


Placement Start date: 


Placement Organisation: 


Supervisor’s Name: 


 


Placement End date: 


Section 1: Reflection on Your Experience  


Describe your roles and responsibilities: what were the main tasks and responsibilities?  


1- 


 


2- 


 


3- 


Skills learned: List any skills you developed or practiced during your placement (e.g. teamwork, communication) 


1- 


 


3- 


 


5- 


2- 


 


4- 


 


6- 


 


Challenges faced: Describe any challenges you encountered and how you overcame them 


Challenge 1 Solution 1 


 


Challenge 2 Solution 2 


 


Challenge 3 Solution 3 


 


Most valuable learning experience: what was the most valuable lesson you learned from this experience?  


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………….............................................................................................................................


............................................................................................................................................................................................................


........................................................................................................................................................................................................... 







Section 2: Self assessment 


On a scale of 1 to 5. where 1 = “Poor” and 5 = “Excellent”, rate yourself on the following   


Punctuality and attendance:  Communication Skills: 


Effort and initiative: Teamwork: 


Adaptability: Overall Performance:  


Section 3: Feedback on the placement  


On a scale of 1 to 5. where 1 = “Poor” and 5 = “Excellent”, rate yourself on the following   


Support and guidance: Working environment: 


Task suitability:   


Suggested improvements: 


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………….............................................................................................................................


............................................................................................................................................................................................................


........................................................................................................................................................................................................... 


Section 4: Feedback for school  


On a scale of 1 to 5. where 1 = “Poor” and 5 = “Excellent”, rate yourself on the following   


Preparations and guidance from school: Support during placement: 


Further suggestions  


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………….............................................................................................................................


............................................................................................................................................................................................................


........................................................................................................................................................................................................... 
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Work Experience: Parent & Student Agreement 
 


Student Name:                                                                    Form/Class:  


 


Section 1: Student Agreement 


As a sixth-form student participating in work experience, I agree to: 


1. Conduct: Conduct myself in a mature, responsible, and respectful manner throughout my place-
ment. 


2. Punctuality and Attendance: Arrive on time each day and maintain full attendance for the dura-
tion of the placement, notifying both the placement supervisor and school of any unavoidable 
absences. 


3. Health and Safety: Adhere to all health and safety guidelines, ensuring I work within the rules 
provided by my placement supervisor. 


4. Confidentiality: Respect the privacy and confidentiality of the placement organization, not dis-
closing any sensitive information. 


5. Effort and Enthusiasm: Show a positive attitude, putting in my best effort to learn and con-
tribute meaningfully to my work experience. 


6. Communication: Maintain communication with my placement supervisor and school contact about 
any issues, concerns, or questions during my placement. 


Student Signature:                                                                         Date: 


 


Section 2: Parent/Guardian Agreement 


As the parent/guardian of the student participating in work experience, I agree to: 


1. Support: Encourage my child to take the opportunity seriously, providing support to ensure they 
meet the expectations set out in this agreement. 


2. Transportation and Punctuality: Arrange reliable transportation for my child to and from the 
placement if needed, and support their punctuality and attendance. 


3. Emergency Contact: Ensure that the school and placement have my contact details and those of 
an alternative emergency contact. 


4. Health and Safety: Disclose any medical conditions or needs that may require support during 
the work experience and ensure my child understands health and safety expectations. 


5. Liability: Understand that the school is not liable for incidents occurring outside of normal 
school jurisdiction unless specifically agreed upon in advance. 


 


Parent/Guardian Signature:                                                            Date:  


 


By signing below, all parties agree to uphold the terms of this work experience agreement to ensure a safe, educational, and 


positive experience for the student. 


Student Signature  Parent/Guardian Signature  School Representative Signature  







Section 3: School Agreement 


The school agrees to: 


1. Placement Quality: Work with students to arrange a suitable placement that provides a mean-
ingful work experience. 


2. Guidance and Support: Offer pre-placement guidance, helping students understand expecta-
tions and answer any questions they may have. 


3. Health and Safety Check: Ensure the placement has undergone a basic health and safety re-
view and provides a safe environment for student learning. 


4. Monitoring: Stay in contact with the student and placement supervisor, checking on the stu-
dent’s progress and supporting any arising issues. 


5. Evaluation: Provide an evaluation form or feedback process for the student and placement su-
pervisor to reflect on the student’s performance and learning. 


 


5 effective ways to secure a work experience placement 


 


1. Networking and Personal Connections 


Ask Family and Friends: Let your family, friends, and community members know you’re looking for work expe-
rience. They may know someone in your field of interest or be able to make an introduction. 


2. Contact Companies Directly 


Email Local Businesses: Research companies in your area that match your career interests, and send a polite 
email introducing yourself and inquiring about work experience opportunities. 


Call or Visit in Person: A phone call or a quick visit can sometimes make a more personal impression. Be pre-
pared to explain why you’re interested in gaining experience and how you think you can contribute. 


3. Use Holton’s Resources 


Teacher Recommendations: Teachers, especially those with industry connections, can often provide recom-
mendations or suggestions for companies to contact. 


4. Check Job Portals and Websites 


Job Search Websites: Some job portals like Indeed, Glassdoor, and LinkedIn have sections dedicated to 
internships and work experience placements. 


5. Volunteer or Join Extracurricular Activities 


Volunteering: Volunteer work, particularly if it aligns with your career interests, can be valuable experience. 
Organizations like charities, hospitals, and nonprofits often have volunteer roles that provide useful skills. 


Extracurriculars Related to Your Field: Join school clubs or community groups relevant to your career area. 
For example, if you’re interested in media, join a journalism club or radio station. These activities demon-
strate commitment and can lead to work experience placements. 


 






