
 
 

Sixth Form Work Experience Policy 
 

Rationale 
Work experience is a key component of 16 to 19 study programmes and all students are 

expected to undertake work experience or some form of work-related training as part of 

their study programme ‘non-qualification activity’. This applies to academic, vocational and 

mixed pathways. (DFE guidance document March 2015) 

 

Work experience must provide: 

 An experience which is purposeful, substantial, offers challenge and is relevant to the 

young person’s study programme and career aspirations. 

 A managed experience under the direction of a supervisor to ensure the young 

person obtains a genuine learning experience suited to their needs. 

 A structured plan for the duration of the placement to provides tangible outcomes 

for the student and employer 

 A focus on the skills required for that occupational sector 

 Clear roles, responsibilities and expectations for the student and employer 

 

Afterwards is must be followed by some form of reference or feedback from the employer 

based on the young person’s performance. 

 

What Ofsted inspectors look for when they inspect work experience  
Work experience is inspected and reported on as an integral part of the inspection of 

provision for 16 to 19 year olds (and up to age 24 for traineeships) against the Common 

Inspection Framework for FE and Skills 2012.  

Ofsted state that work experience must be purposeful and planned. It should give young 

people the opportunity to develop vocational and employability skills in real working 

conditions. Work experience should contribute to students’ overall development. For 

example, when considering outcomes for students, inspectors will explore how well they 

can develop their employability and vocational skills and personal effectiveness (e.g. 

attendance, attitudes, punctuality, and behaviour) in relation to their starting points while on 

work experience.  

Similarly, when inspecting teaching, learning and assessment inspectors will explore 

how well students on work experience have been prepared beforehand, the tasks they are 

set and whether they receive detailed feedback on their progress.  

The inspection of leadership and management will evaluate the extent to which work 

experience is purposeful for each student, how well it fits into the other aspects of their 

study programme and that appropriate steps have been taken by the employers to provide a 

safe environment.  

 

 

 

 

 

 

 

 



 
 

Bohunt Sixth Form Work Experience Programme 
 

Bohunt Sixth Form work experience takes place at the end of the summer term in Year 12. 

Students must complete A MINIMUM of one week of work experience, although it may be 

more or indeed made up from a sequence of shorter regular and relevant experiences (as in 

the case of aspiring medics who will do a number of hospital and health placements). 

 

Objectives of Work Experience     

Every student is entitled to show preference in his or her choice of placement, within the 

context of: 

a) Legal constraints 

b) Organisational practicalities 

c) Successful Health and Safety/Insurance checks. 

 

Students will be provided with the opportunity to focus on and to improve in the following 

areas: 

 Decision‐making: to make realistic, informed choices about future qualifications and 

possible career pathways based on the skills, knowledge and experience gained at 
the placement. 

 Self‐confidence: in mock interviews, pre‐placement interview, letters of application, 

writing a CV, communication skills, dealing with adults, debriefing sessions with the 

Employer and Form Tutor. 

 Action‐planning: using ‘The Learning Frameworks’ to negotiate an appropriate 

programme with the employer and targeting desired key skills or learning objectives. 

 
Sequence of actions in work experience programme 

 

1. Student to source a number of potential work experience placements that are 

relevant to their current or future studies and ambitions. The Sixth Form can 

provide suggested contacts but it is the responsibility of students to find an 

appropriate placement 

 

2. Student to use provided templates to approach placement and request work 

experience 

 

3. Student to notify form tutor of all details of work experience provider including 

company name, contact details and the name of the person responsible for the 

student on experience. 

 

4. Student and employer to agree dates for a minimum of one week experience 

placement. 

 

5. Sixth form to issue work experience pack to employer (including Health and Safety, 

safeguarding and insurance details). Experience only takes place on satisfactory 

completion of required permissions in pack. 

 

6. Parent/guardian to formally agree to proposed work experience placement. 



 
 

 

7. Student to attend mandatory workshop in the Sixth Form to include topics such 

as; keeping safe on work experience, professional behaviours, health & safety and 

goals of the experience. 

 

8. Student to complete work experience and maintain records using templates 

provided. 

 

9. Sixth Form staff to complete random spot checks and visits.  Parent/carers to 

maintain frequent contact with their son/daughter to monitor the experience. 

 

10. Student to write and thank employer on completion of experience (using template 

provided if needed) and copy to Sixth Form office. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

LEGAL REQUIREMENTS AND RECOMMENDED BEST PRACTICES 

 

There are certain legal requirements and recommended best practices that are in place to 

ensure the safety of all parties involved in a work placement. The main areas to be aware of 

are:  

1. “Health and Safety at Work” The Health and Safety (Training and Employment) 

Regulations 1990 state that all those receiving training or work experience from an 

employer in the workplace are deemed to be ‘employees’ for the purposes of Health 

and Safety legislation. This legislation imposes responsibilities on the employer but 

also on the student as an ‘employee’:  

• to take responsibility for their own health and safety and that of others who may 

be affected by what they do or do not do.  

• to co‐operate with the employer and to follow instructions on Health and Safety. 

• not to interfere with or misuse anything provided for their health, safety or 

welfare.  

The employer should be asked to confirm that they have a current Health and Safety 

Policy and that they will go through the relevant sections with the student at the 

start of the placement.  

  

2. Working Time Regulations Under the Working Time Regulations 1998 there are 

stringent daily and weekly working time limits for young workers (those that are 

over compulsory school age but under 18).  
Young workers may not work for more than 8 hours in any one day and 40 hours in 

any one week.   

Young workers are also entitled to a daily rest of 12 consecutive hours, a weekly 

rest of 48 hours and a rest break of 30 minutes where daily work time is more than 

4½ hours.  

The employer should comply with the Working Time Regulations and should not 

require the student to work in excess of the limits set out above. 

 

3. Risk Assessment The employer should be asked to confirm that a risk assessment 

will be completed for the duties being undertaken by the student, taking into account 

the age and limited experience of the young person and that the key findings will be 

communicated to the student before the commencement of the placement.  

The employer should be informed of any medical conditions the student has, which 

could result in an increased risk to the student or an employee’s health and safety 

during the placement. The employer will then be able to identify any significant risk 

and the necessary control measures put in place to ensure the safety of the student 

. 

4. Disclosure and Barring Service (DBS) In the vast majority of placements, as the 

employer/ employees involved will not have regular unsupervised access with the 

student there is no need for DBS checks to take place.    

However, a DBS check is required where a student will have substantial 

unsupervised contact with an employee or supervisor on a 1:1 basis, particularly if 

located in an isolated environment, whilst travelling or where the placement has a 

residential element. The employer is responsible for identifying if a DBS check is 

required and for organising it.  



 
 

 

5. Employer’s and Public Liability Insurance Employer’s Liability Insurance covers the 

firm’s legal ability for injuries sustained by employees (including students on work 

experience) whilst at work.   

Confirmation should be requested and received that the prospective ‘employer’ does 

have both Employer’s and Public Liability Insurance in force and that the latter does 

not exclude abuse.  The employer must notify their insurers that they participate in 

work experience placements. If the employer does not confirm that these Insurances 

are in place, students should not attend such establishments. It should be noted that 

Sole Traders have no requirement for Employers’ Liability Insurance and a student 

would not have the protection available under such insurance.  Placements with Sole 

Traders should therefore be avoided unless such insurance was confirmed as being 

in place.  

 

6. Motor Vehicle Insurance If the student will travel with an employee or their 

supervisor during the placement, it is essential that the vehicle is insured 

appropriately to cover the work experience student for business travel. 

 

Please Note: 

As placements are organised by the student and parents, parents need to be aware of 

these matters and should satisfy themselves that they are happy with the employers’ 

arrangements for the work experience.  If a placement is facilitated by the School, then 

the School will, by means of the Work Experience Form, confirm to parents that the 

employer has agreed to the student working in accordance with the Statement of 

Understanding and acknowledged his/her responsibilities under the Health and Safety at 

Work Act. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 
 

STATEMENT OF UNDERSTANDING BETWEEN BOHUNT SIXTH FORM 

AND THE EMPLOYER PROVIDING WORK PLACEMENT 

 

Work Placement Duties:  

 

• Students will carry out meaningful work in accordance with the agreed duties for their 

placement.  A responsible person will plan the work and be designated for the welfare and 

supervision of the student during the period of the placement.  

 

• Students will not receive any payment for this work.  The employer may, however, make a 

contribution directly to the student towards the cost of meals and travelling, but this is not 

an obligation.  

 

• Students will not be allowed to work hours which are considered unreasonable.  In any 

event the employer confirms they will comply with the relevant provisions of the Working 

Time Regulations.  

 

• The employer will take into account any relevant information relating to the student’s 

medical condition, or any physical and learning disabilities, details of which may have been 
provided, in formulating appropriate risk controls to protect both students and/or 

employees.  

 

• All tasks asked of the student will conform to the laws governing the Employment of 

Young Persons and Work Experience (as defined in the Education Act 1996) and any other 

statutory obligations to the student will be observed.  The company is registered with the 

Health and Safety Executive or Local Authority, as applicable. Health, Safety, Welfare and 

Security: 

  

• The employer recognises that a student on work placement is to be regarded as an 

employee for the purposes of Health and Safety legislation and the associated duty of 

care.  A current health and safety policy will be maintained and there will be compliance 

with the provisions of the Health and Safety at Work Act 1974 and its relevant statutory 

provisions.  

 

• The employer will undertake a suitable and sufficient risk assessment in relation to the 

health and safety of the student while on the placement, taking into account the student’s 

inexperience, immaturity and lack of awareness of risks.  

 

• At the start of the work placement, the employer will provide students with a health and 

safety induction, which will include workplace hazards and their control, fire, emergencies, 

first aid, accident reporting and security arrangements.  Students will also be given 

appropriate instruction before, and supervision while, operating any machinery or 

equipment.  

 

• Students will not do work prohibited by law, operate dangerous machinery, carry out any 

manual handling asks identified as being a risk to the student’s health and safety, or be 

exposed to dangerous substances, radiation, extreme heat or cold, noise or vibration or any 

other work environment that may endanger their health and safety. 



 
 
 

• Where appropriate, students will be provided with and instructed on the correct use of 

personal protective clothing and equipment (PPE) and its use will be enforced.  

 

• The employer will notify the parents/guardian and Sixth Form, by telephone and as soon as 

practicable, of any accident, of any case of ill health or any other incident which relates to 

the student’s work placement.  When appropriate, the employer will comply with the 

provisions of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

1995.  The employer will have access to adequate first aid facilities as required under the 

Health and Safety (First Aid Regulations 1981.  

 
Insurance:  

 

• The employer will arrange for Employer’s Liability Insurance, Public Liability and Motor 

Vehicle Insurance (where applicable) and will confirm that the student is covered by each 

policy. 

  

• The employer will accept, or insure against liability for loss, damage or injury caused to or 

by the student, whilst on work placement, to the employer’s property (material damage), 

other employees or third parties, in the same way as for paid employees.  The employer will 

notify their insurer of student participation in work experience. Child Protection:  

 

• The employer is responsible for the welfare of the student during a work placement and is 

aware of child protection issues, particularly responsibility under the Criminal Justice and 

Court Service Act 2000 to disclose the names of individuals who are disqualified from 

working with children, where known to them. 

 

• The Sixth Form will advise the parent/guardian to contact their child whilst he/she is on 

the placement to monitor his/her progress.  
 

• The employer will allow the Sixth Form to contact both the student’s Supervisor and 

student, by telephone or email, during the placement.  

 

Statutory Obligations: 

 

The employer agrees to observe all relevant current legislation, in particular that relating to 

Health and Safety, and legislation in respect of Sex Discrimination, Race Relations, Disability 

and the Children Act. 

 

Monitoring: 

 
The Sixth Form will advise the parent/guardian to contact their child whilst he/she is on the 

placement to monitor his/her progress. 

The employer will allow the Sixth Form to contact both the student’s Supervisor and 

student, by telephone or email, during the placement. 

 

 



 
 

Bohunt Sixth Form Work Experience – Student Summary 

 

 
What is Work Experience? 

 

A work experience can provide you with the opportunity to gain insights into the world of 

work and to develop the skills which university selectors and employers look for and want 

to be evidenced. 

Although work experience is the generally used term, it is important to recognise that it is 

not the same as a temporary job, as by definition it is a period of unpaid work.  It should be 

an arranged opportunity for you to gain an insight into the variety of work carried out in 

any given enterprise, to see the way the enterprise is managed and ideally to participate in 

some aspects of the work. 

 

Securing a placement 
 

Students are responsible for finding their own placement. The Sixth Form has lists of known 

providers but students are encouraged to seek their own work experience placement and 

use the resources provided to do the following in a professional manner: 

 

1. Approach the employer to request a placement 

2. Construct and send a CV and covering letter to support your request for work 

experience 

3. Notify the Sixth Form via your tutor of the details of your placement 

 

 

During your Work Experience 

 

You should observe all safety, security and any other instructions given by the employer.  If 
you have any concerns about any aspect of your placement tell the Head of Sixth Form as 

soon as possible. 

You should recognise that you will be representing Bohunt Sixth Form and that you will be 

subject to the Sixth Form’s Behaviour and Discipline Policy whilst on your work placement. 

 

After your Work Placement 

 

Write a letter of thanks to the supervisor of your placement and ask them to write a 

testimonial for you.  You should also complete the records and evaluations which will be 

provided to you.   

 

 

 

 

 

 

 

 



 
 

 

 

 

 

Employer – Sixth Form agreement summary 

 
Thank you for agreeing to support our student in their work experience placement.  Please 

complete this form IN DUPLICATE and return it to the Sixth Form at the address below.  

We will return a signed copy to you prior to the start of the work experience along with 

the following documents: 

1. Staff contact details 

2. Parent/guardian contact details 

3. Work experience code of conduct summary 

4. An evaluation form to complete and return at the end of the work experience 

 

Should you have any questions, please contact the Sixth Form. 

 

Employer/Company name  

 

Employer/company address  

 

 

 

 

 

 

Name of person responsible for the student  

 

Name of person supervising student  

(if different) 

 

Student name  

 

Dates of work experience  

 

Agreed start and end times (working hours)  

 

 
For the safety of all parties, it is MANDATORY for you to complete and sign the 

declaration below. 

 

 I have read the statement of understanding 

 

 I understand that student must not be paid for work 

 



 
 

 I understand that the student should not undertake any dangerous 

activities 

 

 I agree to provide appropriate supervision 

 

 I confirm that I will arrange for Employer’s Liability Insurance, Public 

Liability and Motor Vehicle Insurance (where applicable) and that the 

student is covered by each policy. 

 

 I confirm that if the student is to be supervised or work with an adult on a 

1:1 basis, that a full DBS has been completed for this person. 

 

 I agree to observe all relevant current legislation, in particular that 

relating to Health and Safety, and legislation in respect of Sex 

Discrimination, Race Relations, Disability and the Children Act. 

 

 I agree to be responsible for the student on the work experience with 

reference to all the points in the Legal requirements & best practices 

document. 

 

 

Signed ………………………………………………………… Date………………. 

 

 

Name ……………………………………………on behalf of ……………………… 

         (company name) 

 

 

Signed…………………………………………………………..Date ………………. 

 

Clare Hodgson, Assistant Headteacher, Bohunt Sixth Form 

 

Please return to: 

Bohunt Sixth Form 

Longmoor Road 

Liphook 

Hants 

GU30 7NY 

 

 
 

 

 

 

 

 

 



 
 
 

 

 

 

 

Bohunt Sixth Form Work Experience Parent/Guardian Agreement 

 
Students are required to complete some work experience as part of their programme of 

study.  This experience should be: 
 

 Purposeful 

 Relevant 

 Professional 

 

To reflect growing student independence, students have been asked to source their own 

placement wherever possible. 

 

Please read all of the information enclosed in our policy and note the following: 

1. Bohunt Sixth Form is not able to visit all work experience placements prior to the 

programme 

 

2. Bohunt Sixth Form will ask employers to declare that they have in place appropriate 

supervision, insurance, health & safety and risk assessment procedures in place. 

 

3. Bohunt Sixth Form will remind employers of safeguarding legislation and procedures 

and expect employers to ensure DBS checks are in place as needed 

 

We will stay in telephone contact with students during the experience and where we are 

unable to visit, will call the employer to check on students.  We strongly recommend that 

parent/guardians make contact with their son/daughter to check on them during this 

process. 

 

Please complete and sign the declaration below IN DUPLICATE and return to the Sixth 

Form.  We will return a signed copy to you. 

 
 

I …………………………………….. (parent/guardian name) confirm that 

 

 I have read and understood the work experience policy and procedure 

 

 I agree to my son/daughter completing work experience at (employer name/details 

here) 
 

 

 

 

 



 
 
Signed…………………………………………………….date……………………… 

 

Signed ……………………………………………(Clare Hodgson) date……………… 

 


