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STATEMENT OF INTENT
This policy is written taking into account a number of key policies and statutory guidance,
including:

● Career Development Institute Framework (2021) for careers, employability and
enterprise education 7-19

● The Careers Guidance and Access for Education and Training Providers  July 2021
● Education Act 2011 and statutory guidance for governing bodies, school leaders and

school staff (DfE, 2018) Careers guidance and access for education and training
providers (2018)

● Gatsby Benchmarks of Good Careers Guidance
● Ofsted Inspection Framework (2019 & subsequent updates)
● Hollyfield Careers Policy (2022)

The School is committed to providing a broad programme of careers education and
guidance which is in line with the Gatsby Benchmarks. Work Experience is explicitly referred
to in the  benchmarks where it states

STUDENT ENTITLEMENT

“Every student should have first-hand experiences of the workplace through work visits,
work shadowing or work experience to help their exploration of career opportunities, and
expand their networks.
• By the age of 16, every pupil should have had at least one experience of a workplace, in
addition to any part-time jobs they may have.
• By the age of 18, or before the end of their study programme, every student should have
had at least one further experience of a workplace, additional to any part-time jobs they
may have. “
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Work experience can take many forms and the government guidelines provide a useful
definition:

“By the age of 16, experiences of the workplace could include:  job shadowing;  workplace
visits;  volunteering;  Virtual wok experience or webinars with employers

For 16- to-18-year-olds, experiences of the workplace could include:  internships and
holiday placements;  work experience that takes place during in school or college term
time;  This benchmark is less about work experience and more about experiences of the
workplace.

The focus, particularly pre-16, is on giving pupils a more realistic idea of the workplace to
help their exploration of career opportunities and expand their networks and work
placements.”

WHEN DO STUDENTS TAKE PART IN WORK EXPERIENCE ?

Extended work experience or College link course
In Year 10 and 11 - A very small number of students might have the opportunity of
extended work experience or a college link course.

Extended work experiences  are arranged in partnership with Kingston & Richmond
Education Partnership (KREBP) where a designated staff member will be the link to check in
with the student on a regular basis. They will also give information to the employer of the
school contact and the designated safeguarding officer.   A risk assessment will be carried
out by KREBP.

A student may go on a college link to support their Key Stage Four studies but this is at the
discretion of the Head teacher, SLT and HOY. A risk assessment will be carried out by the
college/placement and also by Hollyfield and a designated Career coordinator will be the
link for the student and college/placement on a regular basis. Information will also be given
to the college/placement of the school contact and the designated safeguarding officer.

Sixth form work experience
In Year 12 the whole cohort of Sixth form students take part in work experience in the
summer as a part of the 16-19 programme of study. See appendix 1 for process.

Health and safety checks take place through the completion of the work experience
placement form (appendix 9) and guidance is taken from the Health and safety Executive:
http://www.hse.gov.uk/youngpeople/workexperience/cutting-bureaucracy.htm

It is not a requirement for every employer to have a DBS check. The school can
demonstrate it takes reasonable measures to ensure students safety- which we do through
our work experience form and employers liability insurance indemnity cover checks. More
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information can be found on schools and employers responsibility online:
http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm

Appendix 1 - Year 12 work experience process

Y12 WEX
Dates of WEX:
Date Action Completed
November Assembly on WEX- introduction and procedures

discussed
January Launch of WEX. Students are given a briefing

about WEX- Organisation of placements/
forms/dates/website links/ making initial contact
etc. Ongoing support from the Careers advisor
and Sixth Form team is provided to support
students through the process and opportunities
are advertised.  Step by step guide is also
handed to those who need extra support.
(Appendix 2).

February WEX spreadsheet created and shared with 6th

form team
Monday briefing and Wednesday Enrichment
slots used for students to confirm WEX
placements/ collect/ hand-in relevant forms. All
WEX placements will only be confirmed on the
basis of completed WEX placement form
(Appendix 9, which is a risk assessment- the
placement will be checked by the school). Staff
WEX google form to be circulated for school
support in helping secure placements for onsite
roles (Appendix 4 and 5).

March WEX update in Mon briefing
Guide to getting a placement
Links to research and help with finding ideal
placement (start Google log book section one
Appendix 3).

3

http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm


Ongoing Speak to individuals who have not secured a
placement and give guidance-

Ongoing Messages sent out on Google classroom with
WEX reminders/ updates student briefing

Ongoing 1-2-1 meetings arranged with students without
placements.

May Speaking directly to students for follow ups.
Employers contacted by school to thank them for
supporting the student by offering WEX. Contact
details and designated safeguarding officer’s
details given to all employers. A designated
member of staff will contact certain placements
where students with additional needs are
attending and may attend a pre-meeting with the
students.  Placement Information form will also
be given to employers (appendix 8).

June Parent mail sent out to Y12 parents to let them
know that WEX is a prerequisite for entry into
Y13.  Students are encouraged to find their
placements ASAP

June Shared a guide to finding a placement on
Google classroom

Ongoing Updating spreadsheet as more forms and
confirmation of WEX comes in

June Send google form to HoD’s, requesting for HF
work placement positions within departments

June List of students without placements are displayed
on 6th form office wall for updating

June Telephone calls to parents/ emails and 1:1
meetings with students and/or parents with
those who have not found a placement yet.

July WEX takes place- Careers, Sixth Form and
Teachers either visit or call to check in with the
student and employer about the placement.
Students to fill out (section 2) in google log book
and WEX weekly Schedule (appendix 6).

July After WEX students are encouraged to reflect on
their placement through their Google Log book
(Section 3) Employers will be given a review form
to complete (appendix 7).

No. of Y12 students =
No of students with placements = No of students without =
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Appendix 2

The Hollyfield 5 step guide to securing a WEX
placement

1) Research into local companies/ organisations – large and small. Make
a list of 6 - 8 places.

2) Contact 5 organisations by telephone, (emails tend to get
overlooked/

ignored from unknown senders sometimes)

3) When contacting an organisation you should mention the following:
● Your name, school and year group.
● The reason for your call – i.e. student work placement >> Which

department/ role you are ideally looking for – but mention that
you would be pleased with any suitable opportunities

● Why you would like to do work experience in their organisation
● Dates when you are available - 1st – 5th July 2019
● If they don't have anything, ask them whether they could

recommend/ know of other departments or other organisations
that might have opportunities.

● If they do have opportunities, ask whether you should go into
visit them to meet them and chat to them more about the
placement.

● Have a list of your personal skills and experience that you are
looking to gain in case they ask you.

4) Arrange a time to meet the work placement contact to get them to
complete the Employer information form. We MUST have all the
forms completed and handed in to Ms Alam or Mrs Ebsworth ASAP.

5) Any questions or issues regarding any of the above, come and speak
to Ms Alam or email me on talam@hollyfield.kingston.sch.uk
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Appendix 5: Staff
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Appendix 8: Year 12 Work Experience
Placement information form

Thank you for supporting Hollyfield Sixth Form by accepting one of our year 12 students for
work experience. We appreciate how much organising and planning this takes but also
know it provides the students with an invaluable insight into the world of work so thank you
very much for being part of it.

Contact details
If you have any questions or issues throughout the work experience week please contact Ms
Alam Head of Year 12  or Mrs Ebsworth Sixth Form Admin Manager  on 0208 339 5400 .
talam@hollyfield.kingston.sch.uk or Jebsworth@hollyfield.kingstonsck.uk

Alternatively email Mr Poole ipoole@hollyfield.kingston.sch.uk Careers Coordinator.

A member of Hollyfield staff will be in touch during the week to check in with the student by
phone and where possible will make an arrangement to visit the workplace. If a student
does not attend the work placement please contact the school on the number above.

Safeguarding & child protection
If you have an urgent concern regarding safeguarding issues about a student whilst on their
work experience then contact smcgeoch@everychildeveryday.org.uk or
who is our Designated Safeguarding Lead( DeputyHead Teacher) in school, you can contact
him on ext 162 or aratcliffe@hollyfield.kingston.sch.uk Alternatively please contact Ms
Sonali Patel (Deputy Designated Safeguarding Lead) on 0208 3384500 ext 162 or
spatel@hollyfield.kingston sch.ukFor further details of Hollyfield School’s Safeguarding &
child protection policy please see the School website:
http://hollyfieldkingston.ovw3.devwebsite.co.uk/attachments/download.asp?file=246&type
=pdf

Feedback
Please could you complete the attached feedback form for the student at the end of the
week and email it to talam@hollyfield.kingston.sch.uk . We really appreciate the feedback
and is a vital part of evaluating the work experience week.

If you have any questions at all please contact Mrs Alam who can provide any further
information or support during the week.

Year 12 work experience Form
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