ST GEORGE’S SCHOOL
WORK EXPERIENCE POLICY
In the community of St George’s School everyone is considered as an individual and is valued equally.
Everyone is made to feel welcome and has a voice.
Our school is a safe place to achieve, have fun and to develop skills towards individual, informed paths as
we leave school and move forward in life. We learn to make choices for now and the future and to become
as independent and self-sufficient as possible taking our place in society as part of Modern Britain. We do
our personal best and celebrate our achievements however large or small. As a team we experience the
world and work towards achieving our goals and dreams and being the best we can be.
The Governing Body and Staff team at St. George’s School are fully committed to the following mission
statements:
 High standards are achieved through high expectations, robust target setting and high attendance
 Staff, students and stakeholders alike treat each other with tolerance, compassion and respect.
 St. George’s practises a Total Communication approach valuing and listening to all.
 The curriculum and learning activities address the whole person and preparation for the life they will
lead on leaving the school.
 We promote personal, social, moral, spiritual and cultural development, encourage creativity, selfdiscovery, raise self-esteem and inspire self-discipline and consideration for others.
 Teaching and learning is high quality, person centered and takes place in carefully designed and
presented environments which meet an individual/cohorts’ needs.
 We listen to all students and stakeholders and foster an atmosphere of mutual respect, cooperation
and student leadership.
 The staff are our most valuable resource and shall be treated as such.
This policy should be read in conjunction with the St. George’s COVID 19 Handbook
Essential measures outlined in updated public health advice from September include:






a requirement that people who are ill stay at home
robust hand and respiratory hygiene
enhanced cleaning arrangements
active engagement with NHS Test and Trace
formal consideration of how to reduce contacts and maximise distancing between those in
school wherever possible and minimise the potential for contamination so far as is
reasonably
practicable

How contacts are reduced will depend on the school’s circumstances and will (as much as
possible) include:





grouping children together
avoiding contact between groups
arranging classrooms with forward facing desks
staff maintaining distance from pupils and other staff as much as possible

SLT will have active arrangements in place to monitor that the controls are:




effective
working as planned
updated appropriately considering any issues identified and changes in public health advice

Maintained secondary schools have a duty to secure access to independent and impartial careers guidance
for their students in years 9 to 11. We believe that in addition students should have access to quality work
experience. Work experience is a very important part of our curriculum. It provides our students with a real
insight into the world of work. Also it presents them with a first-hand opportunity to develop the skills they
will need to work successfully with adults and as a member of a team. We believe it will help our students
to appreciate the relevance of their school-based studies. It can help with their development and also help
them choose their vocation for later life. For students to get the most out of this experience it is essential
that school and the employer work together to ensure the students’ safety and wellbeing.
Expectations
All students are expected to take part in the work experience scheme. Programmes are designed around
individual needs, abilities and aspirations, and help students to prepare for adult life.
Work experience may include:


Taster days



Short placements



Longer work placements, if appropriate



Supported internships



We can recommend Traineeship and Apprenticeship Providers to students through ICAAG

St. George’s has high aspirations for our students to get jobs, but on occasion work experience may not be
appropriate for an individual for personal reasons and so we may concentrate on enabling individual
students to prepare well for adult life in other ways.
Aims and objectives
The placement is chosen to reflect the interests and needs of the pupil. The purpose is to:


Motivate students towards a career



Widen experience of the World of Work



Allow students to identify the skills required in a particular job



Allow students to identify and develop their employability skills



Teach students about the opportunities and realities of working life



Allow students to apply the social skills taught at school




Allow students to gain a better understanding of business, industry or commerce.
Enable students to find out what kinds of work they like and find out what they don’t like

The student will be involved as much as possible in making arrangements for their work experience to
keep them engaged in the process.
Organisation
Marion Hartley – Work Experience Co-ordinator is the key member of staff responsible for organising the
work experience but members of class staff will be accompanying the young people on each visit. If a
student does carry out a period of work experience unaccompanied, they will be given full details of how to
contact the school if they need to make an enquiry.
School Support, Safeguarding Students on Work Experience
All school employed staff who accompany students on work experience have a fully enhanced DBS check.

In the case of a student going to work experience without school supervision the school will consider
whether the named person from the organisation supervising the student will be:


Unsupervised; and



Providing the teaching/training/instruction frequently (at least once a week or on more than three
days in a 30-day period)

If so, the school will ask the employer providing the work experience to ensure that the person providing
the instruction or training is not a barred person.
Supported Internships
Students entering into a Supported Internship are expected to undertake up to 2 days a week every week
for up to a year’s duration to attend the work placement and learn the job role, initially with support but
gradually becoming independent with monitoring visits only. At the end of the placement, the employer
agrees to give the student a reference which they can then use to show to prospective employers their
ability to maintain work over a period of time. It is important for students to understand the commitment
before agreeing to a Supported Internship.
The Work Experience Coordinator will:








Help the student prepare for the placement
Provide a guidance booklet to the employer to help them understand the needs of students
(Appendix 1)
Undertake an initial check of the organisation and ensure they are satisfied with the health and
safety arrangements and risk assessments are in place before the student embarks on their
placement to ensure a suitable environment (Appendix 2)
Liaise with the school support staff who will carry out checks during the placement or do this
themselves if the student is unaccompanied
Ensure that the right insurance is in place to protect both the students and the company (Appendix
2)
Make sure that any concerns or disclosures are acted upon quickly.
Evaluate all placements in order to identify what learning was gained and best practice for the
future. It is also a good opportunity to assess the provider for future placements and to ensure that
the student has had a positive experience.

Further details are in Appendix 3
Parental Support
The school will engage with parents to discuss their child’s work experience placement and gain the
relevant consent to say that the child can take part. Parents will be made aware of who will support their
child and how to contact them if they have any concerns.
The school will use the Moving On Evening every year to outline work experience and our approach.
(Work Related Learning Parental/Carer Consent - Appendix 4)
(Work Experience EV3 – Appendix 4)
(Independent Travel Consent/Supervision Consent – Appendix 4)
(Placement Employer – Information to Parents/Carers - Appendix 5)
Responsibility of the Student
Students will be clearly informed of the expectations of their behaviour while on placement, what to do if
they are ill and who to contact if they have a concern.
Work Experience Agreement Form
The school will produce a ‘Work Experience Agreement Form’. This form must be read and signed by the
appropriate people: the employer, parent(s)/carer(s), the student and the school. The form provides
evidence that important checks have been carried out (such as a check on insurance and risk assessment)
and that all parties have agreed to the work experience placement. The form will make clear that a ‘risk
assessment’ should take account of the young person’s special educational need etc. By means of this
form a check will be carried out on whether the parent(s) are satisfied with the employer’s risk assessment
processes.

Checklist. While on the employer’s site the Work Experience Coordinator will check the company’s
insurance details, health and safety provisions, risk assessment and other matters – see Appendix 2 for the
checklist of requirements that will be used in this respect. In particular, this checklist has been designed to
ensure that the health and safety needs of a young person are met for the purposes of work experience.
Training and qualifications.
Our Work Experience Coordinator is appropriately trained and qualified, and this will be noted and updated
as necessary, to enable them to assess competently an employer’s circumstances against the
requirements of the checklist.
Child Protection. Child protection is a very important aspect of work experience. To that end, the school
has prepared a letter which must be sent to all employers providing placements to our students. This letter
explains the nature of child protection and it offers some advice and ‘best practice’ guidelines on this
matter.
Troubleshooting
The Work Experience Coordinator will, in the first instance, be responsible for resolving any problems or
difficulties that arise during the period that work experience runs, i.e. from planning through to evaluation.
The co-ordinator will be required to refer any serious or significant problems to his/her SLT Line Manager or
Head teacher as appropriate. Employers, parents and students will be given the name and contact details
(school based) of the Work Experience Co-ordinator.
Infection Control
Students engaging in work experience will be expected to adhere to National Guidance on Infection control
and prevention during travel times to and from the place of work, and when in their place of work, to adhere
to the workplace guidance on infection control and prevention. Students who refuse to adhere to the
guidance may lose their place on work experience or Supported Internship.

Appendix 1
Work Experience Booklet
St George’s School Vision Statement
In the community of St George’s School everyone is considered as an individual and is valued equally.
Everyone is made to feel welcome and has a voice.
Our school is a safe place to achieve, have fun and to develop skills towards individual, informed paths as
we leave school and move forward in life. We learn to make choices for now and the future and to become
as independent and self-sufficient as possible taking our place in society as part of Modern Britain. We do
our personal best and celebrate our achievements however large or small. As a team we experience the
world and work towards achieving our goals and dreams and being the best we can be.

The Governing Body and Staff team at St. George’s School are fully committed to the following mission
statements:
 High standards are achieved through high expectations, robust target setting and high attendance
 Staff, students and stakeholders alike treat each other with tolerance, compassion and respect.
 St. George’s practises a Total Communication approach valuing and listening to all.
 The curriculum and learning activities address the whole person and preparation for the life they will
lead on leaving the school.
 We promote personal, social, moral, spiritual and cultural development, encourage creativity, selfdiscovery, raise self-esteem and inspire self-discipline and consideration for others.
 Teaching and learning is high quality, person centered and takes place in carefully designed and
presented environments which meet an individual/cohorts’ needs.
 We listen to all students and stakeholders and foster an atmosphere of mutual respect, cooperation
and student leadership.
 The staff are our most valuable resource and shall be treated as such.
About our school
St. George’s is a special school in Newport catering for young people with a range of learning disabilities
and complex needs. They range from 11 – 19 yrs and come from across the Island.
Above you can read our mission statement which tells you how we are supporting our young people and
our vision for their long term future. We aim to give them the best possible opportunities to improve their
outcomes whilst in school whatever their disability. We want them to feel that they can be a valuable
member of their community.
Our young people transition to us from a range of schools and come with many different skills that we
develop and build on. Every student is given the best possible opportunity to show their talents and we
work hard to create and enrich the learning environment so that they grow and develop into independent
and confident young people who can enjoy a range of activities and feel valued in the local community.
We feel it is important to help our young people make clear and informed choices about their life and the
type of activities that they might want to participate in after school. Therefore we understand the need to
create a varied curriculum that encompasses not just academic skills but gives them the experience and
knowledge to make choices about what they may like to do once they leave St. George’s. With this in mind
we have developed a programme of work experience placements both in school and out in the community
to give them the best possible understanding of what life is like when you go to work.
At school we have been able to offer our young people the experience of working in a hair salon; we have
our own small salon called “ Sparkle and Shine “. In here they begin to understand the type of skills they
need if they were to work in a hair salon. This may be as simple as putting the dirty towels in the washing
machine and folding them up, sweeping the floor to keeping the salon tidy, cleaning the sinks to making

appointments or washing hair. All of these are valuable ways of supporting our young people and give them
an understanding of what is expected when working in a hair salon. Students also have the opportunity to
work in a construction area, animal care area and a car maintenance area as well as a horticultural area in
school.
It is important for our young people to get the full experience of a world of work if they are to be clearly
informed about what is expected of them should they be able to achieve some employability when they
leave school.
You are reading this document as you have expressed an interest in supporting a young person from St.
George’s in a work placement for which we are grateful. We hope that the following information will be
helpful to you so that you are able to support the student and make their work experience valuable and
worthwhile.
How we promote our work experience programme
Young people are able to stay at St. George’s until they are 19.This gives us plenty of opportunity to
explore their work experience options as they develop.
Each year young people have a review meeting with parents/carers and other relevant professionals where
they have the chance to discuss the option of work experience. Our Work Experience Coordinator is then
informed of their choices so that she can explore different venues with the hope of placing the student in
their first preferred place of work.
If a placement is identified she creates a package that will support the student to give them the best
possible outcome. Our young people will always be supported during their work placements – this is
arranged not only to help the student but to help guarantee the placement is successful to enable other
young people to work within the company.
The Work Experience Coordinator will liaise with the student and yourselves on an ongoing process. It is
essential that all parties feel the placement has been successful and fulfilling for all concerned. We really
do value your support in giving our young people a flavour of the real world of work.
Expectations for the student
There is of course an expectation on the young people part to manage the work placement successfully as
this experience could support them with future life choices.
They have made a request for work experience so we would expect them to take ownership of what they
would like to achieve from it. They will of course be supported through this but we encourage all our young
people to be responsible and independent adults so that when they leave school they are able to make
clear and positive choices for their future.
The student will have an initial meeting with the Work Experience Coordinator who will explain the process
of work experience and what it will involve. The student will be supported when necessary but we would
like to think that they will understand and manage much of it themselves. They will be encouraged to be
polite, mindful of others, smart in their appearance, wear appropriate clothing for the task and ask relevant
questions to enable them to understand the nature of the job and be able to manage their duties
successfully and with pride.
Our young people
Our young people are aged between 11 and 19 and have a wide range of learning difficulties including
Autistic Spectrum Condition (ASC), Severe Learning Difficulties ( SLD) and Moderate Learning Difficulties.
All have complex needs and learn in a different way and at a different pace but they are encouraged to be
independent, to try and make choices and to become respected young people in the community. By

working with them and preparing them for their adult life we are good role models and we at St. George’s
feel extremely proud that we are part of the process.
One of the biggest challenges our young people have to manage is communicating effectively in different
settings and with people they may not know well or feel do not understand them. With this in mind we have
tried to support them and you with some helpful and relevant information about how to communicate with
them in a way that will hopefully make their time with you positive and successful. We will share this
information with you before they begin their placement so that you are able to ask any questions and we
can explain how they communicate most effectively.
How to support our young people with their communication
Most of the young people at St George’s have some degree of difficulty in communicating with others. They
may have difficulty coping in unfamiliar social settings which may present itself in a number of ways e.g.
getting anxious, asking inappropriate questions, not communicating at all. This could be perceived as
being rude but is mostly a lack of confidence or not understanding fully the situation that they are in.
How you could help our young people:
 Say the young person’s name to gain their attention before speaking to them.
 Keep language as simple as possible and the sentences short.
 Only give one instruction at a time.
 It is important to let the young person know that it is ok to ask for help if they don’t understand
something.
 Very importantly give the young person TIME to think about what you have said. For some young
people it can take up to 10 seconds or more to process information.
 Some young people have conversation books; these enable them to have a conversation with
another person using visual prompts. A page can be inserted in the book relating to the specific
work experience the student is attending which may enable them to share a conversation with
other people at the placement.
 Some young people use visual timetables or schedules showing what they will be doing and where
they are going next. This may help them become more independent managing the tasks required
of them.
 Some young people carry a PECS book (Picture Exchange Communication System) with them
The member of school staff with the student will be able to explain PECS in more detail.
 A lot of young people use Makaton signing to aid their understanding and expressive language; they
will be pleased to teach you a few signs if you ask them.
The Communication Coordinator in school is happy to answer any questions or give further
information on supporting our young people.

Thank you for taking the time to read this booklet. We hope that it will help you to understand our young
people better so that everyone enjoys and achieves a positive and successful placement.
Many thanks for your cooperation and time.

Appendix 2
Placement Employer Health and Safety Verification

Appendix 3
Work Experience Co-ordinator Role
To ensure that all students are able to access work experience placements that allow them to gain positive
and relevant experiences of the world of work.
Principal Responsibilities
1. Build relationships with employers to enable the work experience programme to run smoothly,
including developing and maintaining a database of employers participating in the school’s work
experience programme.
2. All work experience related administration, data collection and data entry.
3. Conducting individual interviews with students to assess their work experience needs and matching
them to appropriate placements.
4. Liaising with Class Teachers to arrange appropriate support for students whilst on placement and to
ensure that placements are not detrimental to the normal running of the class.
5. Undertaking work experience placement risk assessments.
6. Monitoring and managing the work experience placements to ensure successful outcomes for all
students and employers.
7. Arranging and supporting student placement interviews.
8. Arrange visits into school from prospective employers to promote their work experience
programme and placements.
9. Support the work of the classes as a Level 3 Learning Support Assistant when the work experience
work load is not as intensive.
Specific tasks and targets will be reviewed regularly as part of the performance management process and
may be subject to modification or amendment after consultation with the post holder.

Appendix 4
Dear Parent/Carer
Please find details below of your son/daughter’s work experience placement.
Student Name..........................................................................................................
Work Experience Placement
Type of work...........................................................................................................
Address...................................................................................................................
................................................................................................................................
................................................................................................................................
Work Placement Contact Person............................................................................
Telephone No..........................................................................................................
Start Date................................................................................................................
Finish Date..............................................................................................................
Time........................................................................................................................
Dress.......................................................................................................................
Travel Arrangements..............................................................................................
Any Other Details...................................................................................................

Please sign the enclosed forms and return them to me.
If students are unable to attend the placement, then please inform both the placement and the school.
Thank you.
Yours faithfully

Mrs Marion Hartley.
Work Experience Coordinator.

Work Related Learning Parental/Carer Consent

WORK EXPERIENCE/SUPPORTED INTERNSHIP
Parental/Carer Consent
I confirm that I am willing for my son/daughter ___________________________________________________
to participate in the Work Experience Scheme with the employer for the agreed period of time and for the
specified details. I also confirm my understanding that:

He/she is medically fit to undertake the work experience placement, and does not suffer from
any medical condition, which could result in unnecessary risk to his/her health and safety or
that of any other person.
Please provide details of the nature of any known health problem your son/daughter
suffers from that might make employment in some particular industries unsuitable.
....................................................................................................................................................................

I understand that the employer and the Work Experience Facilitator will arrange any breaks during the
placement.
I agree that he/she will not receive any payment during participation in the work placement.
I may withdraw my consent at any time by contacting the school direct line (01983) 524634.
Does your child have a criminal conviction or police caution? (Please tick)

YES

NO

If ‘YES’, do you agree that the conviction(s) or caution(s) can be revealed to the
work experience provider? (If your answer is NO then, unfortunately, work
experience may not be possible)

YES

NO

If YES, please give details below of the nature of the offence and the date of conviction/caution
Offence
Sentence
Date of Caution/Conviction

PHOTOGRAPHS: It may be that your child’s photograph is taken whilst on Work Experience.
Please state whether you agree to this or not.
I agree / disagree for my child’s photograph to be taken.
I agree/disagree for the employer to have my child’s contact details in case of an emergency.
Please delete as appropriate.
I have read and signed the letter concerning all details relating to the work placement.
I have completed the EV3 form.
I have read the Risk Assessment.
I understand that the employer and the employees are not DBS checked and I agree to
this condition.

Signed:

Print name:

Home tel.

Emergency tel.

Email Address:
(Optional)

Date

Travel Consent
Date:
Dear Parent /Carer
I agree/disagree for my son/daughter to travel independently to their work
placement venue and return to school or to their home independently
afterwards.
Please delete as necessary and sign below.
Thank you
Signed.................................................... Print Name.............................................
Date................................

Supervision Consent
Dear Parent /Carer
I agree/disagree for my son/daughter not to have support from St George’s
School when on their work experience placement.
Please delete as necessary and sign below.
Thank you
Signed.................................................... Print Name.............................................
Date............................................

Appendix 5
PLACEMENT EMPLOYER – Information to Parents/Carers

To be completed by the Placement Employer for each type of placement offered

The Management of Health & Safety at Work Regulations places a duty on employers to complete a risk assessment for
students on work experience. Where the student is below compulsory school age, relevant and comprehensible information
about risks to health and safety and the control measures, must be provided by the employer to the student’s parents /
carers prior to the placement commencing.

This Information to Parents/Guardians document complements the placement employers statutory risk assessment
obligations. This information should be read in conjunction with the student job description.

Placement Employer:

Placement Title:

Significant Risks

Control Measures

List the significant risks to which a student may be
exposed during the placement

List the measures which will be implemented to eliminate or
minimise the risks to the student

Prohibited Tasks/Areas

This information is provided in addition to the placement employer’s statutory risk assessment

If the employer is unable to record the information on this document the WRL Co-ordinator will record the exact wording
provided by the employers representative. This is certified as a true record.

Name:

Job Title:

Signature:

Date:

