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 Placements organised by school 
 
 
a) Timing of Placements  
 
Work placement weeks are timetabled into the school calendar and there is an 
expectation that all students in Year 10 and Year 12 will be offered  a work 
placement. All students undertake a one-week placement at the end of the Year 10 
and a second one-week placement at the end of Year 12.  Timing of placements is at 
the discretion of the employer; however, we inform employers of our work 
experience programme weeks well in advance. 
 
b) Assignment of Placements  
 
School work experience placements are for Year 10 and Year 12 pupils and we 
expect students to take the initiative to organise their own placement, however we 
survey our students early in the academic year to discover their specific interests 
and work with our employer partners to secure places with them.   Students can 
competitively apply for placements secured by the school through a formalised 
process leading up to the work experience placement. The careers team will run the 
Jobshop, and work to the specified selection criteria, where given by the employer, 
to select the suitable candidates; some employers may contribute to the process. 
Where no criteria is set, it will be the first applicant or applicants with the most 
suitable covering letter selected. 
 
c) Preparation of Pupils  
 
Students will have an assembly to introduce them to work experience and 
expectations around it, and will be issued with the relevant paperwork to gain 
parental consent and confirmation of placements from employers. 
 
Both Year 10 and Year 12 students will be given an introduction to Grofar through 
values lessons, the platform that supports both work experience and careers in 
school, which will give them access to a database of employers who they could 
approach re placements and placements. 
 
They will also be given guidance on how to write a CV and covering letter through 
values lessons, plus sessions re health and safety and conduct and behaviour in the 
workplace.  It is also expected that employers provide Health and Safety, and other 
relevant information to the student as part of their induction at the start of a work 
experience placement, one of the questions on the Health and Safety vetting form 
 
 
d) Hours of Work and Payment  
 



Placements should not exceed 40 hours a week and nor should students work after 
10 pm or before 6 am, due to the age of the young person; a business mobile phone 
number will be given out to all parents, employers and students to contact in case of 
any issues, especially if the placement is outside of the school working day. 
 
No payment is made for work experience placements as this can affect the 
insurance in relation to students on placement. 
 
e) Health and Safety  
 
The employer is responsible for the Health and Safety of the students whilst on work 
experience. Work experience students should be treated the same as other 
employees and covered under the normal employers insurance arrangements. As 
part of arranging placements the school will check with employers that they have the 
required insurance policies in place and that there are procedures to manage any 
relevant risks.  
 
f) Travel Arrangements  
 
School strongly encourages students to fully consider the journey to their placement 
and that they are able to make the necessary journey within a reasonable travel to 
work time.  All returned placement forms are checked to ensure students have 
considered their journey to placement. 
 
g) Sickness Arrangements  
 
In the event of a student being unable to attend the placement due to sickness etc, 
the pupil should contact the employer directly to inform them, and they should also 
contact the named contact in school re non attendance of placement Attendance is 
supported by Grofar and allows employers to report attendance directly through the 
platform. Employer contact details are given on the Work Experience confirmation 
letter, which is emailed and posted to parents before the placement. 
 
 
h) Student Conduct  
 
Pupils are expected to behave sensibly and responsibly whilst on work experience 

and to abide by the rules of behaviour and appearance set by the employer. Pupils 

are asked to enquire about details of the dress code when they secure their 

placements, and again confirm when they make final arrangements with the 

employer nearer the time. 

 
i) Visits before the placement  
 
All Health and Safety checks will be conducted by telephone to assess the suitability 
of placement and if any doubt arises a visit will be conducted.  Some employers may 
request a visit by the school.  IOSH trained staff will conduct the Health and Safety 
vetting and visits. 
 



Low Risk – office, shop, everyday risks  
Medium Risk – light assembly, packing, less familiar risks  
High Risk – construction, agriculture, manufacturing  
 
j) Visits/contact during the placement  
 
The school will visit as many students as possible, and prioritise visits to high risk 
environments, or telephone each student at the beginning of the work experience 
placement to ensure that an adequate induction programme has taken place (see 
Health and Safety) and that the pupil is happy. Any issues that arise will be dealt with 
by the named school contact, on the same day. 
 
Contact details, including an emergency out of hours contact number, are provided 
for pupils, parents, and employers 
 
k) Work Experience Report  
 
Students are expected to complete a work experience booklet as this forms an 
important part of the work placement and provides students with the opportunity to 
reflect on, and record experience gained and skills developed. Students can access 
their Work Experience Booklet electronically via their phone – it also gives the 
opportunity to upload photo’s of their experience and can be accessed by school 
staff too to check on completion whilst on placement. 
 
l) Work Experience Reference  
 
All employers are asked to provide a brief report detailing the performance of pupils 

on work experience. This will be sent out to all employers to complete at the end of 

the placement and will be fed back to students alongside comments on their 

monitoring form at the end of placement. 
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Work Experience Placement Form 

 

Please complete this form telling us about your work experience employer and 
please ensure that your handwriting is legible. This form must be returned to Mrs 
Barratt by: Date 

 

Student Details  
 
 
Student Name and address:……………………………………………………. 

 

Profile Team:   …………………………………………………….. 

 

Year Group:………………………………………………………… 

 

DOB: …………………………………..    

                                               

 

Placement Details  -  

 

Employer contact and position:……………………………………… 

 

Name of Company and 
Address:………………………………………………..                                                       
    

Direct landline Number:……………………………………….
                                             

Mobile Number: ………………………………………… 

 

Email address: …………………………......................                 

 

 

 



 

My travel arrangements are: 
…………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………

                    

I report to  …………………………………………………………………  

 

My start and finish times are………………………………………………...       

                     

The dress code is, and the safety wear I need if I am required to wear it is: 

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

 

Insurance 

 

In order for a company to take a student on work experience, they MUST have the 
necessary insurances in place. Could you please give me details of your work 
experience employer’s Employer and Public Liability insurance: 

Insurance Company Name:  

 

Employer Liability Insurance Policy Number:                                                    

Expiry Date:                                                                      

 

Public Liability Insurance Policy Number:                                                            

Expiry Date:          

 

 

 

 

 

 

Parent/ Carer Agreement  

 



 

I give consent for my son/daughter to attend the above placement as part of his/her work 
experience I also give photo consent for any photos to be used in relation to publicity linked 
to the school, such as the school website and all social media platforms, and to also display 
within the school. Please contact if you need to discuss. 

Please make us aware of any medical problems or issues that we may not be aware of that 
we need to inform the employer: 

 

Parent/Guardian Signature: …………………………………………Date:………………………. 

Telephone number ……………………………….. 

 

PLEASE ENSURE YOUR SON OR DAUGHTER CONTACTS THEIR WORK 
EXPERIENCE EMPLOYER TWO WEEKS BEFORE THEIR PLACEMENT TO CONFIRM 
THEY ARE STILL ATTENDING AND TO DOUBLE CHECK THEY ARE AWARE OF 
START TIMES ETC 

 

School Agreement  

 

I agree to this placement, subject to a successful health and safety assessment.  

 

Name: ……………………….........................                                               

Signature: …………………………………….. 

Position: ……………………………………….                                          

Date: ………………………………………….. 
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        UTC Leeds 

        Sayner Road 

        Leeds 

        LS10 1LA 

 

Dear Employer       



 

Work Experience Programme – Leeds UTC :  Dates 

 

At Leeds UTC we encourage students to demonstrate initiative to find and arrange their own 

work placements. We try to make sure students find themselves work placements, which 

they feel, will be of interest and benefit to them. 

If you are able to offer a placement to a Leeds UTC student we would be grateful of your 

support of our work experience programme – it is useful to meet with the student before the 

placement to discuss your mutual expectations and organise a timetable and brief job 

description for the placement. 

Appropriate Employer’s Liability Insurance must be in place to cover students on work 

experience and we would need to contact you at a convenient time for us to complete our 

Health and Safety check. 

Work experience is a valuable opportunity for young people to experience the world of work 

and we hope any placement you arrange will be a mutually beneficial experience – many of 

our students go on to secure apprenticeships within the engineering industry. If you require 

any further information before offering a placement please do not hesitate to contact me at 

nadia.barratt@utcleeds.co.uk or ring me on 0113 3530153. 

If you would like to know more about Leeds UTC  - Engineering specialism or would like to 

work with the school please don’t hesitate to get in touch. 

https://www.utcleeds.co.uk/ 

 

Yours sincerely 

 

 

Leeds UTC 
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UTC Leeds 

        Sayner Road 

        Leeds 

LS10 1LA 

            

            

           

Dear Parent/carers 

Work Experience Programme  

https://www.utcleeds.co.uk/


We would like to inform you that our work experience programme will commence DATES and 

it is expected that all students will undertake a work experience placement 

Work experience is a key part of our students’ education in learning about the world of work 

and should be an enjoyable exercise for them.  At Leeds UTC, we are completely committed 

to making sure students gain the most from their work experience and every effort will be 

made to support them in their placement. We understand that in some occupational areas 

finding placements can be difficult and therefore full support will be available from myself in 

making sure your child locates an appropriate, meaningful placement. Location choice for the 

placement is the student’s responsibility, and we will encourage them to choose a realistic 

placement which they can travel to as part of independent travel.  

There is a Work Experience Pro Forma, which your child must complete and you must sign, 

advising us of their chosen placement. These must be returned as soon as possible or by the 

very latest DATE  to ensure we can conduct the necessary checks required. Please find 

enclosed a letter of introduction for the work experience employer and a placement details 

form, which includes consent from yourselves.  

We must meet the legal requirements for students undertaking work experience which 

includes a vetting process of the placement and checking the Employer’s Liability Insurance, 

to fully ensure the health and safety of your child is prioritised. We will endeavour to make 

sure ‘so far as reasonably practicable’ that a placement meets the legal requirement. 

However, if this is not possible then unfortunately we cannot authorise a placement.  

As work experience is part of the UTC’s curriculum, all students will be expected to 

undertake a placement. 

If you have any questions please do not hesitate to ring me on 0113 3530153 or email me at 

(nadia.barratt@utcleeds.co.uk) 

Yours faithfully 

 

Leeds UTC 
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Health and Safety Vetting Form 
 
Employer Details - Name and address of the company 
……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
……………………………………………………Post Code ………... 
 

Name and positon of contact: ……………………………………………………………… 



…………………………………………………………………………………………………. 
Telephone number: …………………………………… 
 

Email address: …………………………….. 

 

Job description of work experience placement: 
 

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

 

Days and hours of placement : ..................................................................................... 
………………………………………………………………………………………………….. 
………………………………………………………………………………………………….. 

 

Agreed dates of work experience:……………………………………………………….. 
 

Do you have Employer’s and Public Liability insurance that includes cover for work 
experience placements  Yes or No?  

 

Is this displayed as per H&S regulations? Yes or No? 
 

Please give details of your insurance,  or a copy of your insurance certificate:  
 

Insurance company: 
…………………………………………………………………………………….................... 

 

Policy number:………………………………………………………………………………. 
 

Expiry date:……………………. 

 

 

Do you employ young people under the age of 18? Yes or No 
 

Have you had work experience students before?  Yes or No 
 

Will the student be given an induction on their first morning before they undertake any tasks? 
As per H&S regulations for all employees – duties and tasks cannot be undertaken until 
students are given an induction to the work place. 

 

Do you have the following policies in place: 

 

Fire/fire risk policy?        Yes or No 
Health and safety policy?       Yes or No 
Attendance policy?        Yes or No 
Young person’s policy?       Yes or No 
Safeguarding policy in relation to young people at work?  Yes or No  
 

 

Do you have an accident book?      Yes or No 
Do you have First Aiders?       Yes or No 
Where are they located? 
……………………………………………………………………………………………………………
……………………………………………………………………………………… 



Are all accidents recorded and RIDOR regulations adhered to? Yes or No 
 

Who is responsible for Health and safety for the company?  
 

Name and position: 
……………………………………………………………………………………………………………
………………………………………………………………………………………. 
Contact number:………………………… 

 

What PPE will the young person need ? What will the company provide? 
……………………………………………………………………………………………………………
………………………………………………………………………………………  

 

Is training given and recorded in the use of PPE?  Yes or No? 
 

Will the young person have adequate supervision and is the supervisor experienced and 
competent at their job?  Yes or No? 

 

Will all tasks be explained, taking into account the immaturity of the young person and all 
precautions will be in place to reduce the risk of hazards relating to young people? Yes or 
No? 
 

Will precautions be in place to ensure that the young person is never alone with a member of 
staff ? Yes or No 

 

Will the placement involve working with vulnerable adults or children? Yes or No? 

 

Has the company ever been informed by the HSE not to take young people on work 
experience? or ever been prosecuted under Health and 
Safety legislation?  Yes or No? 
 

If so please provide details: ………………………………………………………………. 
……………………………………………………………………………………………………………
……………………………………………………………………………………… 

 

 

 

Employer declaration:  

 

 

I will provide a placement for the young person taking into account the statements 
below: 
 

 

● I understand occupational health and safety legislation and standards relevant 
to the conduct of my undertaking, and will comply with these laws and 
standards with respect to the student as if the student were my employee. 

 

● I will identify all hazards relevant to the conduct of my undertaking and will 
assess and control all related risks. 

  
● I will consider and take into account the competency, maturity and physical 

capabilities of the student in relation to all activities he or she will undertake. 



The student’s programme of activities will be planned and carried out with 
these considerations in mind. 

 

● I will provide appropriate information, training, instruction and supervision to 
the student in respect of occupational health and safety and will provide any 
equipment and/or clothing, which is required to comply with my duty of care 
toward the student. 

 
 
 
 

 

 

 

Employer’s Signature………………………………………………………………………. 

 

Employers Name …………………………………………………………………………… 

 

Position ………………………………………………Date………………………………... 

 

 

Leeds UTC official use: 

 

Placement approved: Yes or No? 

 

If not reasons why not? 

…………………………………………………………………………………… 

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

 

 

Signed by SLT of Leeds UTC 

 

Signature :…………………………………………………………………………………… 

 

Name:…………………………………………………………………………………………. 

 

Position: ……………………………………………………………………………………… 

 

Date: .…………………… 
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 UTC Leeds 
Sayner Road 

Leeds 
LS10 1LA 

 

Dear Parent/Carer  

 

I wish to confirm that your son/daughter has a work placement with : 

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

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

 

They will need to contact their work experience employer two or three weeks before their 

placement is due to start  to introduce themselves and check start and end times,  what the 

dress code is, who they report to  or if any safety wear is needed.  They may be asked to 

attend an informal meeting to have a chat before they start.  If for any reason, your son or 

daughter is unable to attend their placement during work experience week, they will need to 

inform both the employer and ourselves.  Students should behave professionally and 

conduct themselves in a mature manner. 

 



Work experience is an opportunity to get an insight into the world of work and develop 

employability skills; it is also an opportunity to show employers their potential as an 

employee. 

 

If there are issues or concerns prior to or during the placement please do not hesitate to get 

in touch or to discuss further by email:  nadia.barratt@utcleeds.co.uk 

 

I hope they have great time and use this opportunity to gain an invaluable insight into 

industry. 

 

Yours sincerely 

 

Leeds UTC 
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UTC Leeds 

Sayner Road 

Leeds 

LS10 1LA 

 

Student Name:…….  Year Group: ……. 

Work Experience dates: ……. 

Dear  

I am pleased to confirm that ………… will be spending their work experience with you as 

……………….. I will be asking all students to get in touch with their placement employers, to 

introduce themselves, and confirm details they need to be aware of before the end of the 

summer term.  This will give you the opportunity to invite them in to meet you, if you feel this 

is relevant. 

Could I please stress the importance of letting school know of any absence i.e. not 

showing without giving you a reasonable explanation, or if the student decides to 

terminate their placement early.  Whilst unlikely, would you please report any 

accidents to school as soon as possible after they occur, as per health and safety 

guidance? 

If any student has a health condition or any issues we think you should be aware of, I will pass 

details on in due course. 



Please note that students should not work more than thirty-nine hours a week with a 

minimum of a half hour lunch break. 

Please do not hesitate to contact me if you wish to discuss further, and thank you very much 

for your goodwill; without employers like yourselves our young people would not get the 

opportunity to experience the ‘world of work’.  

Yours sincerely 

 

Leeds UTC 
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Work experience guidance notes for employers 
 
This document is provided to guide any employers who may not have welcomed a 
student on work experience before or who would like to improve their practice. It is 
not meant in any way to be compulsory or exhaustive, although we would strongly 
encourage all employers to complete the ‘must do’ elements of page 2. 

 

WHAT IS WORK EXPERIENCE? 
 
Work Experience is the short term placement of secondary school students with employers, 
to provide insights into the industry and the workplace in which they are located. Students 
are placed with employers primarily to observe and learn – not to undertake activities which 
require extensive training or experience. 
 

WHAT IS YOUR ‘DUTY OF CARE’ AS AN EMPLOYER? 
 
You have legal obligations to provide a safe and healthy working environment for your 
employees and contractors. Work Experience students are no different. They are owed the 
same duty of care, and you must take all the same steps to safeguard them during their 
Work Experience period. 
You must assess your workplace to determine which activities can be safely managed. 
Students should be given tasks which are interesting and which will give them an 
understanding of your business. However, you must take care NOT to place them at risk, 
and you must provide supervision at all times. 
 

WHAT CAN YOU EXPECT OF THE STUDENT? 
 
Remember that young people cannot be expected to possess the judgement or maturity of 
older workers. You have a right to require the student to comply with workplace rules and 
procedures. First, though, you must explain those requirements and provide any necessary 
information, instruction and training. Don’t assume a student will automatically know what’s 
expected! 



 

THE IMPORTANCE OF PLANNING 
 
The most rewarding Work Experience programs – and the safest – are those planned in 
advance. It’s useful to draw up a timetable for students before they arrive, setting out 
proposed activities for each day and identifying the people who will supervise them at 
different times. 
Even though your timetable may have to change, a planned program enables supervisors to 
prepare meaningful activities, and reduces the chances of exposing the student to risks 
resulting from unplanned activity. 
 

 

 

SAFE SYSTEMS OF WORK 
 
Your safe systems of work should already be built on knowing your hazards, assessing the 
risks they present and taking steps to control those risks. 
Your employees will know the risk controls, but your Work Experience student will not. It’s 
important to take time to explain to the student what the hazards are, why the risk controls 
are in place and how they are put into practice. 
 

INDUCTION AND SUPERVISION 
 
Students will not be familiar with the workplace, or the way things are done. Like any new 
starter, it will take them a few days to remember names and find their way around. 
The first thing you must do – on their first day with you – is induct the student. This should be 
done by the employer or the nominated supervisor – don’t assume that induction will happen 
if you have not given someone specific responsibility for it! 
Take it slowly, and reinforce key information (e.g. supervisory arrangements, no-go areas 

and excluded activities). 

 

The following are the ‘must do’ elements when introducing a student to your workplace 

INTRODUCTIONS AND RESPONSIBILITIES 

 

The student may be supervised directly by more than one person during the week. Introduce 
those who are available, and make a note of people the student will need to catch up with 
later. Inform the student that their health and safety is your most important concern during 
their stay. Explain your legal duty of care for them, and that in turn they must observe any 
requirements you have established to safeguard employees and others. If there is a Health 
and Safety Representative at the workplace, arrange a time for them to discuss their function 
with the student. 
 
EXPLAIN SUPERVISORY ARRANGEMENTS 
 
Students must report directly to their supervisor when entering, leaving and returning to the 
work location. Consider the skills and experience of people nominated as supervisor(s) – will 
they be able to answer questions and provide the right information and instruction to ensure 
the student understands the tasks they are given and can undertake them safely? Explain 
during induction what the student should do if their supervisor is not present at any time – 
and who they will report to. 

 



EXPLAIN ARRANGEMENTS FOR FIRST AID AND EMERGENCIES 
 
Tell the student who their first aider is, and what to do if they need first aid. Explain 
emergency arrangements, and point out the evacuation plan and assembly points. In an 
emergency, the student must follow direction from identified wardens. 
 

EXPLAIN HEALTH AND SAFETY REPORTING REQUIREMENTS 
 
Incidents and accidents must be reported to the supervisor without delay. Incidents include 
near misses, even if no one was injured. Accidents – including even minor cuts and scrapes 
requiring only a plaster – must be reported and recorded. Explain to the student how this is 
done, and encourage them to raise any health or safety concerns with their supervisor. If the 
student feels there might be risk in any activity, they must understand that they should not 
continue with the task. 
 

 

 

PROVIDE AN ORIENTATION TOUR OF THE WORKPLACE 
 
If the student will be located in one area through the week, show them ‘home base’ first. It’s 
a good idea to return to that work location from different areas each time, to assist the 
student to build a mental picture of the workplace layout. You should explain what happens 
in each part of the workplace, and point out locations where the student may be working 
during the week. Explain why certain areas may be deemed ‘no-go’ for the student. If 
hazardous operations mean an area is restricted, you may want to observe the activity from 
a safe vantage point and describe the operations. If personal protective equipment is 
necessary to enter the area, this must be provided and you must explain how to use it. 
 

WORKPLACE BULLYING, HARASSMENT AND DISCRIMINATION 
 
You must explain your workplace policy regarding bullying, harassment and/or 
discrimination. Encourage the student to report any concern directly to the employer or their 
supervisor or to their teacher. 

 

CONFIRM STUDENT’S MEDICAL INFORMATION 
 
Check that you have necessary medical information. School have a duty of care to inform 
you of information we are aware of, but you may wish to complete your own company forms.  
Does the student have any condition (e.g. asthma or epilepsy) that could require treatment? 
Are they taking any medication? (This information must be kept confidential and should only 
be disclosed to another party if treatment is required for a known medical condition or in the 
case of a medical emergency). 
 

 

 

CONCERNS 

 

If you have any concerns during the placement or there are any issues please contact 
nadia.barratt@utcleeds.co.uk or by phone on 0113 3530153 

 

 

 

 

 

mailto:nadia.barratt@utcleeds.co.uk
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Work Experience Monitoring Form 

 

**Note to staff – talk to both employer and student on their own to give them the  

opportunity to be honest,  and the student to feel comfortable to say what they want 

to say – ensure monitoring visit is early in the placement -  ideally Tuesday afternoon 

Wednesday morning to ensure everything is ok or deal with any issues** 

 

Name of student: …………………….........Profile team………………….. 

Name and address of Company: 

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

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

…………………………………… 

Did you make contact with the employer before the placement? 

 

Did you have an induction on the first day? 

 

Are you now aware of the Health and Safety policy? 

 

Do you know where to go if there is a fire? 

 

 

 

What is your supervisor’s name? 



 

Do you feel school prepared you for work experience? 

 

 

What does your employer’s business do? 

 

 

Tell me a fact about the business? 

 

 

What skills from school have you used on your placement? 

 

 

 

Have you learnt any new skills from your placement? 

 

 

 

Tell me one thing you enjoy doing? 

 

 

 

Tell me one thing you have found hard? 

 

 

 

 

Identify and set a goal:  

 

 

Would you recommend this employer and why? 

 



 

 

And if not, why not –  

 

 

 

 

Employer’s comments: 

 

 

 

 

 

 

Would you consider the student employable? And what advice would you give them? 

 

 

 

Employers name:…………………………………………………………………………… 

Employers Signature:……………………………………………………………………….. 

Position:……………………………………………. 

Date:…….... 

 

 

 

Member of  school staff:…………………………………………………………. 

Members of school staff signature:……………………………………………. 

Position:…………………………………………….. 

Date:……………………. 

 

 

Appendix h 



 


