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10th July – 14th July 2023
Student & Parent/Carer Information Pack

Please keep this booklet handy, as you will need it again nearer 

the time of the placement

My name is Rachel Parnell, your Careers and Work Experience Coordinator at Davison.  My aim is for every Year 10 student to have an enriching, fruitful and enjoyable week of work experience, whether they attend a placement or remain in school; I hope they will learn new skills, improve their confidence, enhance their communication skills and recognise how skills learned in the classroom link with skills required in the workplace. 

This booklet should explain everything you need to know about the work experience process. If you have any questions after reading it, please contact me and I will do my best to help.

My working hours: Monday – Thursday 8-4pm
Friday 8-3.30pm
Careers & Work Experience Office: Located in the LRC

Email r.parnell@davisonhigh.school Tel: 01903 233835 ext 252

Students can access help with selecting their placement:
· During lunch times – in the careers office Monday-Thursday
· via email r.parnell@davisonhigh.school 
Experiencing a work place 2023
Our Year 10 students have the choice this year of attending a work experience placement or remaining in school between Monday 6th June – Friday 10th June 2022. We believe that work experience gives Davison students the opportunity to gain an insight into working life, first-hand experience of a particular role, as well as an appreciation of the disciplines and relationships involved. It is seen as part of our overall ‘pupil development’ role and is linked with the work done within our Personal Development (PD) programme in Year 10. Students will be encouraged to develop ‘soft skills’ required for employment such as letter writing and making telephone calls, along with attending workshops to help prepare their curriculum vitae (CV).

It is not always possible to directly relate a placement to the student’s chosen career path. We know from experience however, that any structured placement will benefit the student by contributing to their employability skills.

Specific objectives of work experience may include:

· To increase confidence, self-esteem, social skills and independence
· To improve motivation for learning
· To learn to work with adults other than teachers
· To demonstrate personal qualities 
· To learn new skills from others

· To develop career awareness and raise aspirations

· To encourage research into routes for specific career path(s)

· To improve understanding of life outside of school 
· To experience travelling to work
· To exercise more self-discipline and responsibility
· To understand health and safety in the workplace
· To emphasise the importance of punctuality

Work experience is not cheap labour, an opportunity to have a week off school, or a path to a sure job. 

Students are given a work experience booklet to take with them to their work experience with key skill areas for completion whilst there to aid their learning.  At the end of the week, the employer is asked to complete a short report on the students’ performance.  We have found that Davison students are often given exceptional or excellent ratings by their employer for a range of capabilities such as using initiative, ability to follow instructions, team working, accuracy, communication skills, etc.  We are proud that our students attain such positive feedback.  These comments reflect well both on the student, and on the reputation of our school in the local community, and are helpful to include with job applications in the future.   It is important that students return both the employer feedback form and their completed booklet to school.  Students of all abilities thrive in the right working environment which is why it is essential to select the right placement for every student.

Finding Work Experience Placements

As you are aware, this year, parents/carers will be responsible for organising their own placements for their children. 
Please read the following sections carefully:
Work Placement Restrictions
A wide range of roles are available.  However, there are quite a few legal restrictions on the sort of work which can be undertaken by young people.  These requirements are fully complied with in the organisation of work experience.  West Sussex County Council prohibit some placements to under 16s to protect young people from risk to their health and safety due to lack of experience.  This includes placements that involve harmful exposure to toxic or carcinogenic agents, tidal waters, driving any vehicle.  Some companies put their own restrictions on students, regarding age, the number they can take or the extent of the student’s involvement. You can find a list of hazards/risk assessments relating to a variety of sectors on our website and on Frog. Please select the appropriate checklist (or the one closely aligned)to your child’s placement.
DBS Checks (previously CRB checks)

DBS checks for employers may need to be considered in certain situations although there is usually only a requirement for them if a placement is to last two weeks or more.

Meeting the needs of all learners – medical issues and SEND

We believe work experience is an invaluable experience for all our students including those learners who have special educational needs and disabilities (SEND), and it is often the key to the world of work for this group of students at a later stage in life.  SEND includes English as an additional language (EAL), learning needs such as dyslexia, young carers, students with disabilities, students with health concerns e.g. epilepsy, ADHD, or any serious on-going condition which requires medication and time off school.  As a school, we must ensure that regardless of these needs, work experience is open to every student.  By communicating both SEND and medical needs with employers in a responsible manner, and supporting employers to manage the requirements of all learners, we can ensure that all students access the same opportunities.  To achieve this, there is an increased need to share information with employers on an individual basis.  Prior knowledge of any additional needs is beneficial for both the employer and your daughter.

When completing the medical questionnaire (form C) attached to this documentation, please ensure you include all relevant information.  

Travel
Before submitting your child’s registration form please ensure that it is realistic for them to travel there, both in terms of time and finances.  You will be responsible for paying travel costs.

Health & Safety
Students will be shown a Health and Safety (H&S) presentation at school prior to their placement and must be aware that they should comply with the safety regulations of the placement.  Employers should ensure that the student understands the regulations and provide adequate supervision.
You can find a list of hazards/risk assessments relating to a variety of sectors on our website and on Frog. Please select the appropriate checklist (or the one closely aligned) to your child’s placement.

Please note:

It is the responsibility of parent/carers to visit the placement prior to work experience week and confirm they are satisfied with the placement’s H&S policy and practises – school will not be visiting or speaking to individual placements to assess or review their H&S procedures.
Insurance
The school will not sanction any work placement unless the employer has the appropriate insurance; Public (if working with the public) and/or Employer Liability Insurance to cover against accidents and injury. 
Photographs

Students must request permission before taking photographs at the placement.  There are issues surrounding photos of children at schools and nursery schools, for example, and we have to be sensitive to the employer’s policy on this.

Hours of Work
The hours worked will be no more than 40 hours per week including breaks.  It is possible to negotiate hours with the employer to fit in with travel arrangements, students should do this before starting the placement. Working hours are often shorter at playgroups, nurseries and schools. The working hours specified may vary for each student and will be confirmed when your child makes contact with her employer two to three weeks prior to the placement start date.

Friends and Family

No student is permitted to invite friends or any member of her family to visit her in the workplace.  This is something employers have requested.

Confidentiality
Students must not disclose any confidential information gained during their placement. This is particularly relevant where staff or customer records are being handled, such as in a school, bank or surgery.

Payment and Expenses
No payment is permitted whilst on work experience.
Some employers may offer help with travel costs or provide free lunches – this is allowed.  Students are expected to make their own way to and from their placement.

Illness/Absence from Work
Please avoid making appointments during the work experience week where possible.

If your child is ill and cannot attend work experience on any day, the employer must be contacted by phone as soon as possible.  Please also use the studybugs app to report the absence to school.  

Please note

If a student fails to turn up to the scheduled work placement without notifying either school or employer, we will record it in school as an unauthorised absence.

Students’ Appearance and Conduct
It is vital that students take on responsibility for maintaining Davison’s excellent reputation with employers who offer opportunities as a gesture of goodwill and have no obligation to take students.  They get involved because they want to ‘put something back’ into the community and encourage young people.  Please ensure that standards of attendance, punctuality, dress, general attitude and behaviour are upheld at all times.

All high schools have students who are exploring gender identity, please liaise with the employer regarding your child’s preferred name and pro-noun if applicable.

Parent or Carer Consent
Students CANNOT take part in Work Experience unless written consent is obtained from their Parent/Carer/employer.  This is done in the form of Work Experience Placement forms, all attached to this correspondence.
Form A :Parent/carer/student agreement

Form B :Health & Safety Form, 
Form C: Medical information form
All the above forms must be completed and returned to Mrs Parnell by Friday 31st March 2023
If any issues arise during the week of the placement, please inform the Work Experience Office. However, as the contract is between the parent/carer and the employer it is essential that any problems are dealt with by the parent/carer.    
*********************************************************
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