ESSENTIAL INFORMATION

Attendance and Punctuality

Attendance and Punctuality are very important to your employer.

Make sure that you allow plenty of time to get to your placement. It
is better to be a few minutes early, than a few minutes late.

If for any reason you know you are not able to attend or you are
delayed phone your supervisor and let them know as soon as
you can, then phone the school.

Note your attendance below and get your supervisor to sign it.

Day Date Present v Notes Supervisor
Absent 0

Mon

Tues

Wed
Thurs

Fri
Sat
Mon

Tues

Wed
Thurs

Fri
Sat




Details
Personal Details

Forename ((Fir st . NaAME.) s et enee e e e een e
Surname (Family NAME) ..o e e e e e e et e e e e

Date of birth

Name OfF Par @ Nt/ Car B i e e e e e eae e
Home t @1 € P h 0 N & e e e e e e
Emergency parent/carer t el ephone e. g. mobil e ...,

School Details

School/ Col l.ege name

School / Col |l eg.e....address ....

School / Coll ege telephone. .
School/Col | ege emergency .t.el.ephone ...........
School/College email ..............c.ceeee ...

School/College Work Experienceco -or di nadt..or .....

Placement Details

My placement wil |l (0T -
Placement Dates From:............... o L

Address of placement

Tel ep hon @ UMD B g e e
Emai | addr @SS 0f COMP AN Y i e e

Name of contact at company
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BEFORE YOV 60

Preparing for Work Experience 4
Health & Safety 6
What to do if you are... 7

Preparing for Work Experience

Now that you are getting close to work experience and you have been allocated a
placement there are a few things you can do to make sure everything goes
smoothly.

Your school will give you a Work Experience Placement Description form and
Agreement form that has the risk assessments and contact details for your
employer. Part of the contract must be signed by your parent/carer and
returned to your Tutor.

Do read it - it tells you what you will be doing, the risks associated with job and
how and when to make contact.

Before you make contact do some research about the company, look on the
web, talk to people who use the company or work there. Employers like someone
who is informed about their organization.

Think about how you are going to get there. Where is it? Is it easy to find?
Getting there -

Bus

Get a lift

How long will it take? There is nothing worse than being late for your interview or
for your first day. Why not do a trial run and see how long it takes and exactly
where it is.

Making Contact. On your Agreement form you will have a contact name and
telephone number to contact your placement.

Think about what you are going to say (write some notes and have them in front
of you)



Some things to find out when you telephone.

Do they want you to attend an interview before the placement? They should even
if it’s only to have a look around and meet the people.
Do you need to take anything with you? Curriculum Vitae (CV), Progress file.
What time do you need to be there? :

Who should you ask for?

Prepare some questions that you want to ask.

Things to do at Interview and day one.

1 Smile Not a silly grin but one that says ‘I know what I'm doing and I am
pleased to be here’

7 Remember the name of the person you are seeing.

1 Arrive one minute early. Not too early and never late.

1 Wear appropriate clothes, ask what to wear when you telephone.
1 Speak clearly, calmly and use plenty of ‘please’ and ‘thank yous'.

1 If in doubt Ask do not guess.

1 Be Positive and enthusiastic (I'm really looking forward to ........... )
1 One day one, if you finish your task Ask what you should do next.

TARGET "\,, )

My target for work experience is:



Health & Safety: points to remember

Health & Safety

All placements MUST be checked and authorised by Leicestershire Education Business
Company (LEBC)

You are responsible for: p—
1 your own health and safety whilst on placement
1 the health and safety of others - anyone who might be affected by =
your actions —
1 knowing your employer's safety policy and rules - get to know the rules straight away
1 observing the safety rules - Health and Safety regulations should be pointed out to you at the
start of your placement. Obey at all times. Make sure you know the fire regulations, including
the position of fire exits, extinguishers and alarms. Keep fire doors shut and take heed of
notices displayed for your safety and the safety of other staff.
1 Dressing safely/appropriately for the work you do
1 Behaving safely — do not fool around!
1 Reporting — any accident, damage to equipment or hazard, to the correct person (usually your
supervisor and/or First Aider)
1 Always report accidents and enter them in the accident book
1 First Aid should be available and you will be told who is the official First-Aider in your
workplace
Do only what is agreed in your placement description.
]
I'F I N DOUBTé. . ASK! I //;
For a booklet on Health & Safety, see: f .E
http://dera.ioe.ac.uk/14433/1/be_safe_- —_—

_an_introductory_guide_to_health_and_safety.pdf

SIGN SLIP
I have attended the Health and Safety briefing and I
understand my responsibilities.

Signed.......cciicnicinisninnnnnnsn s Dat@u i

If I am working with children or vulnerable adults, I
understand the child protection procedures and I will act as a
responsible adult not as a student.

Signed........covcniimnsnnnnn s Dat@u s
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http://www.nwrc.sk.ca/website/graphics/programs/safety.jpg

What to do if you are...

Sick
Telephone your contact at the workplace and the office at Sir
Jonathan North to tell them you are not attending that day.

Unhappy
Continue in the work place but speak to your work supervisor about

the problem.

| j

Cannot make contact

If the telephone is engaged - keep trying.

If the work supervisor is not there - leave a short message and your
name.

Having other difficulties
Speak to your work supervisor they are there to help.



WHEN YOU GET THERE

Induction 8

At Work Projects 9

Achievement Record for Work Experience 14
Induction

All students must have an induction at the start of a work experience placement. Below
is a copy of the relevant section of the empl

You will go through some or all of the points listed below. Some of the points may not be
relevant to your placement or may be done before you use certain equipment or carry
out a particular task.

Record the Health & Safety briefings you receive for your progress file
Tick Supervisors

General to initial

1 Company background and role of student

91 Induction to key staff (safety / first aid)

1 Tour of premises - fire escape

9 Start/ finish / break times

1 Shown rest room / refreshment facilities

1 Notice boards (location and purpose)

Health & Safety

Induction to Health & Safety Policy
Risk assessment

Safety literature

Prohibited areas

Safe working systems
Machinery

House keeping / tidiness
Manual handling / lifting
Dangerous substances
Protective clothing - usage
Safety equipment usage
Hygiene

Smoking

First Aid facilities

Accident procedures
Emergency procedures
Confidentiality

A A8 _8_5_58_9_9_95_48_-29_49_-2°2_2°.-2°_5-27°

""""

Supervisor éééééceccecHubeént... ééceckeeeeéeébDate eeeeée.

8



At Work Project

While you are on placement as well as doing a full days work we expect you to keep a record of
your experiences and the skills you have learnt or practiced.

At Work Project Day 1

@
Health and Safety Project. z k

To be completed at induction (start of Work Experience) by you.

1 Name of your supervisor at the placement.

1 Are there any work activities you are NOT allowed to do, or equipment you are NOT allowed to
use at your placement? YES / NO (if YES, make a list and explain why)

Do you need to use any personal protective equipment or clothing at your placement?
YES / NO (if YES, make a list of what, when and why you need to wear it) refer to risk
assessment form?



At Work project Day 2

First day at work
1 Write down your feelings and experiences of your first day at work as fully as possible, making
use of the questions to guide your thoughts.

1 How were you introduced into the company/organisation?

1 Did you have a Health and Safety induction on the first day? D YES D NO
1 How did you feel when you started (e.g. nervous, excited)?

1 How did you feel at the end of the first day? (e.g. Tired, proud, happy, unhappy about going
back the next day)?

10



At Work Project Day 3

Company profile
1 What type of business or organisation are you doing work experience at?

At Work Project Day 4

1 Is the company local, national or international?

11


http://www.brightonfestivalfringe.org.uk/uploadedimages/world.jpg

At Work project Day 5

Work Experience Project
Ask two people from different employment areas about their jobs, qualifications and training. You
can get this information from work experience, part-time jobs or friends and family members.

Person 1 Job Title:

Are they an Enterprising/Entrepreneurial person? YES [:] NO [:]

Person 2 Job Title:

Are they an Enterprising/Entrepreneurial person? YES [:]

At Work project Day 6

How do the working conditions of the two employees differ?

12


http://www.louisesantos.com/Qualifications.jpg
http://www.ascovalve.com/Common/Images/GROUP_3.jpg

At Work Project 7

Equal Opportunities

1 Equality of opportunity is offering chances and prospects without discrimination as to gender,
race, disability and a wide range of other personal differences.

1 Your employer has a legal responsibility to promote Equal Opportunities within the workplace.

1 Does the business/organisation have an equal opportunities policy? [:]Yes [:] No

1 Give brief details of the policy: (there should be a summery usually near the front)

1 Were you treated as an equal in the company? DYes D No

At Work project Day 8
1 How was being at work different from school?

At Work project Day 9

1 What is a trade union? (You may ask the supervisor to help) UN'SON

the public service union

1 Do any of the employees belong to a Trade Union?

1 If they do what is the name of the Trade Union?



http://www.breckland.gov.uk/unisonlogo.gif
http://www.alunmichael.com/images/logos/gmb.gif
http://blogs.voices.com/voxdaily/equity.jpg

Achievement Record for Work Experience

This will prove to be one of the most valuable pieces of evidence that you gain from your work
experience. It can form the focus of future job or college interviews, and other employer’s value

comments made by your employer about you on work experience.

To be completed by the employer/supervisor and discussed with the student

Student name:

Company name:

Supervisors name:

Supervisors Position:

Comments

Interview (if applicable )

Punctuality & attendance

Appreciation of Health & Safety

Appearance

Behaviour

Attitude to work

Following instructions

Managing and organising tasks

Quiality of work

Initiative

Communication skills

Working with others

Handling responsibility

Employer’s/Supervisor’s signature

Student’s SIgNAtUIE:.......cceie i




Achievement Record for Work Experience

To be completed by employers. Please detail the type of work and tasks covered,

including relationships with colleagues, progress over the Work Experience period and
general comments.

Empl oyer ds/ Supervisordés commen

Did they meet their target? D Yes D No
Employer/Supervisor’s signature: Date:
Company:

15
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Comments from parents/carers

This page is for your parents/carers to reflect on your Work Experience.

It should be completed and returned to school

My son / daughters Work Experience has: Score 17 5(1=Low, 5= High)
1 Been a useful experience :
1 Been an enjoyable experience ()
1 Raised their aspirations )
1 Improved their confidence ()
1 Improved their ability to work with others :
1 Changed their attitude to school :
1 Helped them consider further career opportunities ()
1 Been helpful in improving her understanding of skills )
needed for work and employability -
Please add any other comments you may like to make:
Signed parent/Carer: ... Date: .o

16



Looking back over Work Experience

When you return to school you will be given the opportunity to reflect
on your Work Experience and to think about what you achieved on
your placement.

Start by answering the following questions:

1. How was your Work Experience different to what you expected?

2. What were the best things about your Work Experience?

3. Were there any problems and how did you react to them?

4. How did your supervisor and workmates treat you?




5. How did your feelings change as you became used to your
placement?

6. What advice would you give to someone going on Work Experience
next year?

7. How have you thanked your employer? (letter/card etc.)

8. What have you learned about how organisations/business
operates?

9. How has Work Experience given you more ideas of other career or
job opportunities locally or nationally?

P 18



10. How has this Work Experience helped you decide on your future
career or job plan? What action are you now going to take? E.qg.
further careers research, further work experience etc.

11. Did you meet your target? (] Yes (] No
What evidence do you have to show that you have met your target?

Further Comments:

If possible please also fill in our on-line survey in Tutor time.

Student signature: ..., Date: .....cccoveeeeeen,

19



How Work Experience can help with other subjects

Identify links to other subjects where appropriate e.g.
1 Getting to your placement can involve map-reading skills, which can relate to geography.

1 Calculating your money, which will be needed for bus fares and lunches links to
Mathematics.

Find links to these and other school subjects and list them below:

Subject How it links to your placement:

20



