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Policy Amendments 

 
Version Date Section / Page Amendments 

September 2024 Catholic Social 

Teaching 

New paragraphs 

 1.1 / Page 3 

1.2 / Page 3 

New paragraphs 

 4.7 / Page 4 New paragraph regarding Work Experience checks 

for Sixth Form students 

 5.6 / Page 4 New paragraph regarding logs and evaluation 

 6.9 / Page 5 New paragraph regarding safeguarding checks for 

Sixth Form placements 

   

September 2023 1.1 / Page 3 Removal of Federation Careers events 

 1.2 / Page 3 Change from ‘selected’ to ‘all’ Year 10 

Change to KS5 work experience allocation during 

Enrichment Periods / Week 

 2.1 / Page 3 Change from ‘selected’ to ‘all’ Year 10 

Removal of option for Autumn and Spring Term 

placements 

 3.2 / Page 4 Change from Hampshire Futures to EBP 

Change from SUN funding to school funding 

 4.1 / Page 4 Reference to EBP Work Experience Form 

 4.3 / Page 4 Removal of sentence stating that Careers Leader 

will oversee completion of form, which will then be 

signed by SLT/Pastoral 

 4.4 / Page 4 Change from four weeks to eight weeks for receipt 

of form 

 4.6 / Page 4 

4.7 / Page 4 

Replacement paragraphs regarding KS5 work 

placements. 

 5.6 / Page 4 Additional paragraph 

 6.9 / Page 5 Additional paragraph 

 Appendix A / Page 6 New EBP Work Experience Form 
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“Whatever you do, work at it with all your heart, as working for the Lord, not for human masters.”   
            Colossians 3:23 
 

Catholic Social Teaching 
 
The vast majority of our students will at some point enter the world of work, further education or university 
after leaving Oaklands.  Work experience and work-based learning is very important: it provides our 
students with a real insight into the world of work, and presents them with a first-hand opportunity to 
develop the skills they will need to successfully make the next step in their career or educationally.  
 
We hope that the experience will provide an insight into the fact that more than a way to make a living, work 
is a form of continuing participation in God’s creation, an important element of Catholic Social Teaching.   
 
Work experience complements the work undertaken though careers and PDC where students learn about 
the basic rights of workers, the right to productive work, to decent and fair wages, to the organisation and 
joining of unions, to private property and to economic initiative. 
 
 

1.0 Context 
 
1.1 The opportunity to participate in work experience is provided to all students by the end of their 

compulsory years.  Students are encouraged to find placements linked to career paths that suit their 
interests, skills and strengths with the absence of stereo types, which are actively challenged. 

 
1.2 Students with Special Educational Needs or Disability (SEND), or any other additional needs, will be 

supported appropriately through liaison with parents and relevant staff, eg Inclusion Co-ordinator 
(SENCO) and the placement provider.             

 
1.3 Work based learning may comprise work experience, taster days, extended alternative placements, 

or specific education programmes to enable SEN students to prepare for adult life. Students also 
have access to careers events within school which brings our students into contact with the world of 
work and work-based learning. 

 
1.4 Work experience refers to the one-week block placement that all Year 10s complete during work 

experience week in the Summer term. In addition, students in KS5 (Sixth Form) can select work 
experience as one of their enrichment choices during allocated enrichment periods on their weekly 
timetable and have the option of a block placement during enrichment week in the Summer term.   

 
1.5 Extended work experience placements may also be organised on an individual basis for students, 

where deemed appropriate during KS4/KS5, at the request of SLT/Pastoral team/Sixth Form team. 
 
1.6 The purpose of work experience, work based learning and extended work experience is:  

• to give the students an opportunity to gain first-hand experience of typical working 
conditions, including health & safety, employer expectations and the rights and 
responsibilities of the employer.  

• for students to gain an understanding of adult working relationships and develop a sense of 
responsibility  

• to help students discover something about their own skills, talents and interests in the 
context of work  

• for students to explore the link between college subjects and key skills which are needed in 
working life  

• to give students an opportunity to experience an interview situation  
 

1.7  This policy should be read in conjunction with the Equality Policy. No one will unlawfully be 
disadvantaged on the grounds of age, race or ethnicity, disability, gender and marital status, gender 
identity, sexual orientation, religion or belief under the operation of this policy. 
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2.0 Period and Timing of Work Experience 
 
2.1 It is our intention that all students should complete a minimum period of a week of work experience 

during Year 10.  It will take place during a chosen week in the Summer term but should exceptional 
circumstances or opportunities arise, we shall do our best to accommodate them.  

 
2.2 There may be occasions where an extended work placement is arranged for a Year 11 student to 

help prepare them for their post 16 course. 
 
 

3.0 Organisation of Work Experience 
 
3.1 In most cases it is appropriate for students to organise work experience, while Oaklands Catholic 

School and Sixth Form will advise and help oversee the process. This arrangement benefits the 
students in so far as it encourages them to use their initiative to find suitable placements, to make 
contact with employers and generally to negotiate with adults about issues to do with work 
experience. Experience has shown that if the student arranges the placement himself/herself it is 
less likely to ‘fall through’ and more likely to be successful.   

 
3.2 In cases where students cannot source their own placement the school may assist or use the 

resources of EBP South (Education Business Partnership) but this will incur a further cost.  For 
those that are eligible for additional financial support (Pupil Premium) the school will cover this cost. 

 
3.3 The school reserves the right to withdraw students from the programme if there are significant 

concerns relating to poor behaviour, attendance etc. 
 
 

4.0  Work Experience Checks 
 
4.1 The school uses a ‘Work Experience Form’ (Appendix A).  This is provided by EBP and must be 

read and signed by the appropriate people: the employer, parent(s)/carer(s), the student and the 
school.  

 
4.2 The form provides evidence that important checks have been carried out (such as a check on 

insurance and risk assessments and safeguarding) and that all parties have agreed to the 
conditions and aims of the experience.  

 
4.3 If a placement is deemed to be of higher risk or the student classed as vulnerable then a health and 

safety/safeguarding check will be required.   
 
4.4 The form needs to be returned to the Careers Leader at least eight weeks before the start of the 

placement. 
 
4.6  Students in Sixth Form are offered the opportunity of using EBP or can source their own placement 

with parental consent.  Externally sourced placements during the enrichment week will be regarded 
as an authorised Leave of Absence.  This will require parents/carers to sign a consent form for full 
responsibility for these placements for them to be authorised.   

 
4.7 As Sixth Form Work Experience is voluntary, the school/college are not responsible for these 

placements.  However, a due diligence exercise is carried out on where students are going and 
public liability insurance checks will be in place.   
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5.0 Procedures 
 
5.1 The school employs a Careers Leader, Pastoral team and Sixth Form team who will be the first 

point of contact for all students and providers depending on the type of work placement that has 
been organised. 

 
5.2 Students will meet with the Careers Leader/Pastoral team/Sixth Form team to discuss placement 

options and ideas and will visit or write to the employer. 
 
5.3 Any problems that arise during the placement on the part of either the student or the provider should 

immediately be referred to the designated school contacts that will be provided to the 
student/employer prior to the start of the placement. If students are ill during their placement they 
must ring both the school and the employer. 

 
5.4 The school will ask for details of how the student adapted to working life throughout the placement 

and will send a letter of thanks on behalf of the school. 
 
5.5 Where a student has special educational needs, a disability, an illness or any other condition that 

might affect his/her wellbeing on work experience, the school will inform the employer of this 
condition via an email/telephone call. In each case, permission to disclose this information to the 
employer will be sought from the parents/guardians of the student concerned and the Designated 
safeguarding Lead. 

 
5.6 During their work experience week, students will keep a log and on completion of the week will write 

an evaluation.  The logs and evaluation are collected and evaluated by the Careers Leader. 
 
 

6.0 Safeguarding  
 
6.1 The school will ensure that policies and procedures are in place to protect children from harm 

(Keeping Children Safe in Education 2020).  
It is important that all adults working with young people under eighteen years of age are aware of 
issues relating to the safeguarding of children and young people.  
The following will be adhered to so that children are safe while on work experience placements:  
 

• The Careers Leader/Pastoral team and DSL will liaise closely on the organisation and 
supervising of placements.  

• The placement will be assessed to ensure the:  
- suitability of a work experience placement for an individual student  
- suitability of an individual student for a particular placement.  

 
6.2 There are systems in place for students and employers to report any concerns. The students will be 

prepared for work experience placements with a briefing on safeguarding, expectations of safe 
behaviour and what to do if they need to report concerns about their placement.  

 
6.3 Students who are identified as vulnerable in any way or whose past difficulties or behaviour indicate 

that an employer might be vulnerable if working alone with that student will not be placed alone or in 
situations where they will be working on a one to one basis with an employer.  

 
6.4 Placements which require extended one-to-one contact of individual students with individual 

employees will be approached with extreme caution and may require a DBS check carried out by 
the school for it to go ahead. This also includes travelling 1:1 with the student for things like 
client/site visits.  

 
6.5 Long distance placements will be taken with caution and will require further checking of the health 

and safety and child protection issues of those workplaces and accommodation.  
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6.6 The designated school contact will actively monitor the student’s welfare during the work experience 
placement. For both short and long term placements there will be contact checking the welfare and 
safety of students, e.g. visits which allow individual discussion with students, a telephone call, and 
contact details provided for students if they have concerns etc.  

 
6.7 The school will provide clear advice to employers about who to contact in relation to any child 

protection issues that arise during a work experience placement. This will be the Designated 
Safeguarding Lead and the Careers Leader.  

  
6.8 The school will need to ensure that placement providers have appropriate child protection policies 

and procedures in place or endorse and agree to work in accordance with the school’s child 
protection and associated policies, in order to protect children from harm for a placement to go 
ahead. Employers must disseminate policies and procedures to all relevant staff who will be working 
with the student.  

 
6.9 Sixth Form placement provider checks are carried out by EPB if they are arranging the work 

experience.  If placements are sourced themselves, it is the parent/carer responsibility to ensure 
they are suitable and fit for purpose. 

 
 

7.0 Troubleshooting 
 
7.1 The school’s Careers Leader/designated school placement contact 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 Careers Leader/designated school 
placement contact will be required to refer any serious or significant problems to the Head of Year 
or DSL as appropriate. Employers, parents and students will be given the name and contact details 
(school based) of the Careers Leader/designated school placement contact. 
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APPENDIX A 
 
EBP Work Experience Form 
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