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Information Classification: CONTROLLED

Management of Work Experience Scheme

Cornwall Education Business
Partnership manages the Local
Authority’s approved scheme,
conforming to national
standards to support schools
with the health, safety, welfare
and safeguarding of students
on work experience
placements

(# www.cornwall.gov.uk



Informat ion Classification: CONTROLLED

Employment of children:
Children & Young Persons Act 1933

Strict rules on work for children below MSLA, e.g.:

e Restrictions on the type of work, environment and
tools/equipment young people can use

e Employer MUST have a work permit for children under
MSLA

e Local authority provides permit and signed by
headteacher

e Can only work during specific times

e Max number of hours and days allowed to work in a
week/year

# www.cornwall.gov.uk



Employment of children:

Children & Young Persons Act 1933

Daily Limit
Non-school
School Day Sundays
Day
Aged 13-14 2 hours 5 hours 2 hours
Aged 15-16 2 hours 8 hours 2 hours

# www.cornwall.gov.uk



The Education Act allows for a
period of work experience whe
It’s managed by the school
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On Work Experience you have the legal and

insurance status of an EMPLOYEE

e Your health, safety and M T o e 1o kot
welfare at work are ST

protected by law

e The employer has a duty
to insure you, protect you
and keep you informed
about health and safety

(# www.cornwall.gov.uk
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Value of work experience — student view

‘ ‘ The best part of this
week was working with
different people and
learning about what they
do as a job, and the key
skills needed for that

particular job. ,,

# www.cornwall.gov.uk



Informat ion Classification: CONTROLLED

Value of work experience — develop skills

“ Work experience helped

me develop skills such as time

e management, problem-solving,
= teamwork and communication.

| also gained conf idence,

8 meaning that in the future | will
= be more able to face
- challenging situations.

# www.cornwall.gov.uk
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Value of work experience — teacher view

“ Students can see how
things they learn at

school apply in the
workplace.

They come back to school

more motivated
to achieve their GCSEs.,,

# www.cornwall.gov.uk
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Value of work experience — employer view

“ Our work experience
student was fantastic! In

her attitude, manner

and hard work,

everything was superb.
Students like her are our

future workforce. 4%

# www.cornwall.gov.uk
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Benefits of work experience

 (Can add any work experience to CV

* Itis often the first opportunity to gain a reference

* Some college courses, e.g. hairdressing, childcare,
ask for relevant work experience as an entry
requirement

 Learn important social and work skills

 Helps with career decisions

* Can lead to employment and/or apprenticeships

# www.cornwall.gov.uk
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Informat ion Classification: CONTROLLED

Where can | do work experience?

Placements take place in all sorts of businesses...

Childcare & Veterinary

Finar?cial Education Practice Law
Services
Graphic l.T. & TR;’ Royal Outdoor
Design Digital avy Education

Retail Construction Engineering  Police

Horticulture Catering  Hospitality

# www.cornwall.gov.uk
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* Supporting the community or charity
* Develop an interest, talent or hobby

* To help you get part-time or seasong
* Explore the local labour market

* Transport - stay local or further awa

* Try out a job or career interest

Consider...
# www.cornwall.gov.uk




Placement Restrictions

Placements can only be approved in England and Wales
Out of county placements must be arranged well in
advance of programme deadlines

Young people cannot work:

Behind a bar

In a cinema or night club

In any gambling context

In a tattoo studio or any skin piercing environment
On board a registered boat or ship

Above two metre fall height

(full prohibition list on Parents/Carers Info leaflet)
# www.cornwall.gov.uk
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Insurance

* Forinsurance purposes Work Experience Students
are classed as ‘employees’ therefore the employer
MUST have BOTH Public Liability Insurance and
Employers’ Liability Insurance

 Placements cannot go ahead without the
appropriate insurance cover

 Employers with Public Liability Insurance only (e.g.
sole traders) may be able to add Employers’
Liability Insurance to their existing policy for the
duration of the placement dates

# www.cornwall.gov.uk



Information Classification: CONTROLLED

How to find a placement

* Ask family, friends, school careers leader,
teachers

e Use social media and internet research
 Call, visit or email local employers

* Explore ‘Veryan” employer database...

# www.cornwall.gov.uk



Veryan Webview - login details

List of businesses that have provided placements before:

https://cormwall learnaboutwork.net/zearch.asp Veryan Webview - Search

& Convert + [ Select

V E RY N You are logged in as vicky bell

Work Experience Literature My Placement Details

Search

Please search using the criteria below

Organisation keyword | Town/Area Post Code
. ) ] P
m Dg?.f?;g‘atgi:on' Business and & [JFinancial Services @ [JPerforming Arts
- . Personal and Other Services
@ [Ceuilding and Construction a [[Healthcare @ Dincluding health and beauty
: - R Languages, Information and @ Retail Sales and Customer
@ [Ccatering and Hospitality @ DCuIture DServices

Computers and IT Legal and Political Services 3 Science, Mathematics and
atistics
Feome [ees B Ustaist
@ [oesign, Arts and Crafts @ [CLeisure, Sport and Tourism [Csecurity and Armed Forces
@ [CJEducaticn and Training @ [IManufacturing and Production |:|5°Cie_'| Wark and Counselling
Services

& [Enginesring [[Marketing and Advertising @ [TTransport and Logistics
4 h 4 edia, Print and Publishing
" il;l\:fr:..rg:lment, Plants and " Media, Print and Publish
_ - -Search

© 2012 Veryan Software Limited

Thic cita neae Canliac: @mall filae cbarad An wner camnokar Thowr sra anhs acad o haln wseer lnasin Bn bhic cuckam and nek ctarad e

www.cornwall.gov.uk



Work Experience Literature My Placement Details

Search

Please search using the criteria below

Organisation keyword Town/Area ¥|| Post Code ]

D&dmlnlstratmnr Business and Financial Services Performing Arts
Office Work
Perzonal and Other Services
a | Healtheare ﬁ EIir1|:I|_||:|inr;| health and beauty
@ Languages, Information anc @ —Retail Sales and Customer
Culture Services
J [_lcomputers and IT [ lLegal and Political Services A ) DE‘C'E”EEr Mathematics and

Statistics

@ [ IDesign, Arts and Crafts @ [ ]Leisure, Sport and Tourism [ |security and Armed Forces

@ [_Education and Training @ [ IManufacturing and Production y DSﬂﬂiE" Work and Counselling

Services

ﬂ [ [Engineering / [ IMarketing and Advertising @ [rransport and Logistics
[Jnyirenment; Plants znd [Media, Print and Publishing

Search
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Approval & Consent Form

Page 1

Complete personal details
Parent and Student signs page 1

# www.cornwall.gov.uk

CORNWALL WORK EXPERIENCE SCHEME

Work Experience Placement Approval & Consent
Form 2024 = 2025

Ths hn:ﬁuamum-::mnmmm Tphepid il Of CRidit i T ool b & dddeirilal aionmelisn W sk ik
e i, sifady’ el wifiai ol Ui SlLEROT s Doy odeiactinand afedl Tl &l thib DAt Spndve of T Sacaianl g Pl

Instructions for Completion
gl - Pererscssns o scon 1
SEep 2 - Employer fils in sechon 3 jsages 3 and 3] snd siges page 3 ard refurme Bl b e studenl or parenticase or tha schesl

Immumhm

BEagl - FPeenicecsr sed e shodent resd deisis provided) by smploys: srd sign comant onjzege 4 tee retum Be foms o e school
Emd - The School complsis e Approval and Comsanl sschon on sage 4.

Section 1 . INFORMATION ABOUT THE STUDENT P Stan Dase: Esed Diaba:
Mama of Sehool

Taléplana Mumbis of School: Tutes Group: |:I
Har of Stud i - H Agn in yusrs

Posa Coda Tul Ma: Emargisy Comest Tl Ho:

Harnm of Emirg Comtacy:

Essantial Information relevant 1o Hoalth, Eadety ard Wellaro
i i W ko 1 ek i e i il adry o el ] o Ml iy @it oo
U ksl bilow

(] YES

Hivew an uiuﬂiﬂarmu Phyaical actity T
'Hmfhu Tis on cEama’

A Gr oo IS, Gl oF Clieal ComplEna T

OF L on Edlrechone ¥

Fhiasd give any relivan St

Hiwvas ay othar hialth problems Sl may affect Swair uhl'l-.mdﬁﬂ'ut inclading the need for reglar medication? If so,
plisasa oullife i dols s and G52 Gy misd earrhid lof

Hivvw & spocific disabibity ssdion a Camn Plan? il o, peida give brial detail:

Arry oithi | e miaten oo would ke by make the empleyes ssan of that could affest te ek, safuty and wallee of your
wdaughter.

1 e Ohal Tre aboess aiormamen can Ba sean by P ey and Cal B eohool can dscioss sy nismation fhan Fey fal o
PibiAARITI B0 Wi i, Seilely and wiallire of i Sonba gt winlEl o M el WOk Soqa ool plaaimasin okily bof P P poes ol
tha Wk Expaiano Schomi

Sigmature of ParentiCarer: Diate:
Sigrature of Student: Diate:
& Cormmall Councl Page 1 af 4



Approval & Consent Form

Page 2

Employer completes contact
details and placement details

www.cornwall.gov.uk

Section 2 - ABOUT THE EMPLOYER AND THE PLACEMENT You Will Need Public
and Employers

Name of Company/Organisation Llablllty

Address Insurance

Post Code: Type of business:

Are you a ‘sole trader’ (a company run by one individual with no employees)?  YES D NO D \

if No, then please add number of employees: (include part-time people)

Main Contact (person agreeing placement) Job Role/ Position,

Main Contact Telephone No: Mobile No:- Email:

ABOUT THE PLACEMENT

Days of Work (please circle): Mon Tues Wed Thurs Fri for 1 weekor2weeks or weeks (Extended only)

Hours of Work:

Dress code or special clothing required:-

Lunch Time Supervision and Welfare Arrangements
Please outline the arrangements for the lunch break supervision : e.g. must stay on the premises, can go off site, can come and
go as need be etc.

Lunch Time to Lunch Facilities (e.g. Canteen available, packed lunch etc)

SUPERVISION

Name of the main person responsible for supervising the student during the placement:

Job Role/ Position in Organisation,

Will the student be under the direct supervision of more than one person during their placement? YES D NO D
If YES please give the following details:

Name of Additional Supervisor Position/Job Role in Organisation

| can confirm that the people who will be supervising the student are competent to deal with this Please
student and to my knowledge have not been restricted or barred from working with children. Tick

THE WORKING ENVIRONMENT
Please can you give some idea of the environment(s) the student will be working in e.g. on building sites, working in a client's home, in
a busy office, etc. as this may not be obvious from the student’s job role.

WORKING ONE-TO-ONE

Will the student be working in isolation with the same person for the majority of their placement, e.g. on the premises,
outdoor location, travelling in a vehicle? YESD NO

If YES please give brief details:

PHYSICAL CONTACT
Will you or any of your employees need to have physical contact with the student either as a normal part of the job or as part
of any training? YES I:i NO

If YES, please give brief details:

© Cornwall Council Page 2 of 4



Approval & Consent Form

Page 3

Employer completes Young
Person’s Risk Assessment
And signs agreement and
consent

# www.cornwall.gov.uk

Information Classification: CONTROLLED

Section 3 - YOUNG PERSONS RISK ASSESSMENT’ FOR THE STUDENT

The purpose of this Risk Assessment is to make sure the health, safety and welfare of the student has been considered

with respect to their age, inexperience, immaturity and any factors mentioned in the Information about the Student’
section above. This will also make sure you have complied with Regulation 19 of the Management of Health & Safety at Work
Regulations 1999.

To help you with this either the school or Cornwall EBP (gavin.stephens@cornwall.gov.uk) can provide you with a sample Young
Person’s Risk Assessment to suit your business. Please be aware that NOT ALL the Specific Hazards related to your situation may be
covered in the sample.

Name of Student

Job Role/Title of Placement
and Main Tasks and Duties

Additional controls for the young person to

Specific Hazard Identified Current Control Measures make sure the risk is adequately controlled

| confirm that the risk assessment above has been completed to the best of my ability and that the control measures
identified will be implemented for the duration of this work experience placement.

Young Persons Risk Assessment completed by: Date:

If you have not completed the above Risk Assessment, then please staple your own ‘Young Persons_Risk Assessment’ to this page.
Please could you now sign the ‘Employers Agreement and Consent’ below before sending the form back to the student and
their parents or carers. Thank You.

Section 4 (1o be completed AFTER Sections 1,2, and 3 have been completed)
EMPLOYER AGREEMENT and CONSENT

| have read the ‘Information About the Student section above and | agree to take the student on a Work Experience Placement and
where possible, an outline programme for the placement will be provided. The student will be covered for insurance purposes by the
company’s Employer’s Liability Policy AND Public Liability Policy and where applicable the Vehicle Insurance Policy. All of these
policies take consideration of the activities of students on work experience. The student will also be covered by our Health and Safety
Policy and associated Risk Assessments including the Young Persons Risk Assessment. | have completed the Young Persons Risk
Assessment on this consent form, or our own Young Persons Risk Assessment document(s) is/are attached. | have read the
“Information for Employers” leaflet and understand my responsibility for Health & Safety issues and Child Protection and agree to abide
by the ‘statement of principles’ for child protection.

| am aware that the information contained on this form will be stored manually by the college and some of the information will be stored
electronically on the Veryan Workplace work experience management database in accordance with the General Data Protection
Regulations (GDPR) and the Data Protection Act 2018.

| declare that | have read and consent to the privacy notice on page 4.

NB: this placement can only be approved if both public liability & employer’s liability insurance are current.

Signature: Date

Name of Signatory: Position:

© Cornwall Council Page 3of 4



Approval & Consen

Page 4

* Parent signs agreement and
consent after checking
employer details on pages 2
and 3

e Student signs agreement and
consent and returns form to
school

* School sign their approval
and then book the
placement with Cornwall
Education Business
Partnership

# www.cornwall.gov.uk

t Form

Information Classification: CONTROLLED

PARENT/CARER AGREEMENT and CONSENT

| have read the ‘Information About the Employer and Placement and the “Young Persons Risk Assessment’ sections and agree to my
son/daughter taking up this Work Experience Placement and undertaking the main duties and tasks detailed. | have read the lunch
time arrangements for this placement and have discussed suitable arrangements for lunch and break periods with my son/daughter
and | am aware that if my son/daughter leaves the employer’s premises during lunch or break periods, no liability can be accepted by
the employer or the school for any incident that may occur.

| am aware that the information contained on this form will be stored manually by the college and some of the information will be
stored electronically on the Veryan Workplace work experience management database in accordance with the General Data
Protection Regulations (GDPR) and the Data Protection Act 2018.

| declare that | have read and consent to the privacy notice shown below.

Signature of Parent/Carer: Date:

STUDENT AGREEMENT and CONSENT

| have read the ‘Information about the Employer and the Placement’ and the “Young Persons Risk Assessment’ sections and
understand the information they contain. | agree to:
e take part in this Work Experience Placement;
o follow all safety, security and other regulations laid down by the employer, either through instructions, training or as displayed;
e take reasonable care of my own health, safety and welfare and that of anyone else who may be affected by my actions or
omissions;
e hold in confidence any information about the employer’s business which | may obtain during this work experience placement
and not to disclose such information to another person without the employer's permission.
e follow the Code of Conduct for Use of Social Media and Electronic Devices while on work experience.

Signature of Student: Date:
SCHOOL’S APPROVAL AND CONSENT School Use Only: New Provider: Y / N
Date completed form received:
Both sections below must be completed Veryan Job Ref. No: Date entered on Veryan:
Work Experience Placement Management YES NO COMMENT/ACTION TAKEN

Employer DBS check required

Placement is suitable for this student
In particular, please add a comment if the placement is working with

children
Signature of person completing this section: Date:
Name of person pleting this tion: Position

Data Protection Statement | Privacy Notice

This information is being collected by the school for the purpose of the Management of the Work Experience programme. Please refer
to the Schools’ Privacy Policy.

A Data Protection Agreement is in place between the college and Cornwall Council (acting through Cornwall Education Business
Partnership) in respect of the arrangement of Placement Suitability Visits for work experience. As the Data Processor, we, Together for
Families Directorate, Cornwall Council, New County Hall, Truro, TR1 3AY, Data Protection Registration Number: Z1745294 are
committed to protecting and respecting your privacy. Any information shared with Cornwall Council by the college will be held in a
secure environment until the 215! birthday of the student participant in accordance with the TFF data retention policy after which time it

will be destroyed in a secure manner.
2 CORNWALL | Together @2
COUNCIL for Families

one and all « onen hag oll

© Cornwall Council Page 4 of 4



 Work experience coordinator checks form

* Cornwall Council checks over 6000
placements every year

* Average checking process time 6 weeks

 Approved or declined...

(# www.cornwall.gov.uk



Before Placement

Placement Suitability
Check/Visit is carried out by
Cornwall Education Business
Partnership

In School:

e Studentis given a Work
Experience Logbook and
completes the placement
preparation section

e Student receives health &
safety preparation

e Student receives safeguarding
awareness information

Information Classification: CONTROLLED

% COUN(IIIIJ_

Work experience
logbook

@ww w.cornwall.gov.uk




During the placement week

* Remember to take your Work Experience
Logbook with you each day

* Your employer will give you a health & safety
induction on your first day

* During the week you will have a visit by a member
of school staff

Any issues or concerns - please talk to your employer
and/or contact school

# www.cornwall.gov.uk



And finally...

e Remember to take your completed logbook back
to school for your evaluation/debrief session

* Arrange your placement as early as possible to
enable the paperwork and placement suitability

check to be carried out

 Enjoy! — Have a safe and productive placement
week.

# www.cornwall.gov.uk



Thank you / Meur ras

If you have any questions or comments

ebp@cornwall.gov.uk

# www.cornwall.gov.uk




