
 

 

 

 

Work Experience Guidance for Parents and Carers 

St Paul’s Catholic High School is an Academy in the Diocese of Shrewsbury for pupils aged 11-16. 

Staff and students work together to create a vibrant and caring Christian community, focused on 

excellent teaching and learning together with high aspirations for what we can be and become.  

 

All students in Year 10 are given the opportunity to complete a one-week work experience 

placement during the Summer Term. Although work experience is no longer compulsory we 

recognise the positive impact the opportunity has on students, and supports our statutory duty 

around CEIAG. 

 

AIMS OF THE WORK EXPERIENCE PROGRAMME 

There are many benefits to work experience. These include: 

• Gaining an insight into the working environment 

• Strengthening college or job applications, allowing students to discuss experiences 

• Further developing students understanding of “career” 

• Building on students’ skills, knowledge and confidence 

• Help build confidence in handling new situations and working with a team of adults 

 

Work experience is defined as: 

“Students placed with an employer to carry out a range of tasks, with an emphasis on learning.” 

(Health and Safety Executive) 

 

Work Experience Guidance 

The school’s work experience guidance document is part of a wider commitment to jointly deliver, in 

partnership with employers, a range of quality activities which will enable students to participate in 

a varied and progressive range of experiences. The Headteacher and senior leadership team are 

regularly kept informed of progress, developments and changes by the Careers Lead. 

 

 

 

 

 



Guidelines 

The Careers Lead and team, develop and support work experience activities throughout the school. 

Work experience is an integral part of the Careers Education and Guidance Programme. 

Students are encouraged to find their own placement. When this isn’t possible, schools will try to 

secure a placement on their behalf with Our Futures: 

https://www.ourfutures.co.uk/education/work_experience/ 

Our Futures are responsible for the checking of Health and Safety and the appropriate nature of the 

placement. 

All students regardless of culture, gender, ability, social background or physical ability must have 

equal access to work experience and to all available placements. However, health considerations 

and disability may make some placements unsuitable for some students. A student’s medical 

condition, or emotional and social need, should be taken into consideration prior to organising a 

work experience placement. Additionally, if a student has poor conduct it is at the school’s discretion 

to withhold their work experience and the student will be required to attend school as normal. 

We broker all our placements through Our Futures, who are tasked with running Health and Safety    

checks and collating information about the nature of each placement. All students and 

parents/carers have access to their platform, to check on details of their placement and complete 

required tasks. 

Students are informed through assembly and job descriptions on appropriate behaviour, dress code, 

punctuality and the importance of observing Health and Safety guidelines appropriate to their 

particular placement. The school has several assemblies (staff visiting from Our Futures), before 

students go out on placement to review expectations and requirements. 

Students must complete pre -placement activities to help prepare for a successful placement, whilst 

reflecting on their imminent learning opportunity. During placement a work experience diary is 

required. All documents and details are found on our supporting company’s platform. There is a link 

on our school website- within the Careers section. 

Students will be awarded certification on completion of work experience. 

Staff visiting students on their placement are fully informed of procedures before their visits to the    

workplace. 

All students are provided with a report from both the visiting member of staff and the employer 

which can be accessed as part of their action plan. Employers and parents are kept fully informed of 

the legal requirements and Health and Safety regulations of the placement by the work experience 

team and online access to their platform. 

All children are carefully matched to an employer and effectively supported during their placement. 

Individual needs for some of our pupils are discussed with the SENCO. Where students are deemed 

too vulnerable to go off site, opportunities are made available within the school setting. Where the 

one- weak option to work outside of the school is not appropriately matched to the student, they 

may choose a one- day work experience as part of a group accompanied by staff. The student may 

need to stay in school if a work experience option is not currently viable for them at this stage of 

their education. 

https://www.ourfutures.co.uk/education/work_experience/


Employers are given all relevant information about any special needs or medical conditions the 

student may have and which might impact on the health, safety and welfare of the student in the 

placement, co- workers and the public. 

There is a full student evaluation completed when students return to school and this is shared with 

all students during an assembly to reflect on what students have gained from the experience. 

Safeguarding 

If there are any safeguarding concerns please contact the school’s Safeguarding Team.  

Parents and pupils are able to access a member of the school’s safeguarding team during school 

hours to discuss any safeguarding concerns, the contact details can be found on the school’s 

website.  

https://st-paulshigh.net/safeguarding/ 

 

St Paul’s Catholic High School will endeavour to: 

Check placements through an external company (Our Futures) in accordance with health and safety 

standard 

Remind students and parents/carers of their responsibility to inform both the school and the 

employer of any absence.  

Match students carefully to their placement and support the student when they are on a placement 

with a visit or phone call from a staff member and the Careers Team being available to contact to 

discuss any issues. 

Brief students about health and safety and understand how to identify hazards and the sort of 

control measures that can be put in place to reduce the risk of injury or accident. 

Students are made aware of a set of safe behaviours, so that they play an active part in the process 

and acquire practical, transferable skills from their experience. 

Students must not work excessively long hours, no more than 8 hours per day, 40 hours per week, 5                                     

days per week with no unsocial hours. 

Systems are in place to ensure the health, safety and welfare, so far as reasonably practicable of 

placements i.e. H&S policy, risk assessments, communications and consent. 

Parent/ Carers should contact the Careers Lead to discuss withdrawal at least 8 weeks before work 

experience begins. If the decision is made to withdraw, the student will be required to attend school.  

We will remain aware of and respond to; legislation and guidance documents relating to work 

experience published by the Department of Education and the Health and Safety Executive. 

Further information linked to Regulated Activity 

The link below provides information for stakeholders: 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file

/550197/Regulated_activity_in_relation_to_children.pdf 

https://st-paulshigh.net/safeguarding/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf

