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What is Work Experience? 
 
Work experience is designed to bridge the gap between education and the world of 
work. It can help inform career choices, provide the opportunity for young people to 
prove themselves to an employer, and help instil the attitudes and behaviours expected 
at work. 
 
The College believes that work experience can take many forms including: 

● corporate activities and local subject area events including employer talks 
● progression week activities,  
● visits to employers,  
● jobs fairs and employer induction days 
● work tasters 
● running a student enterprise 
● participation in social action 
● volunteering or  
● a work placement with an external employer 

Work experience should be: 

● directly relevant to a learner’s study programme 
● planned and explicitly documented as part of the learner’s curriculum and 

timetable 
● within the normal pattern of attendance at the College or can take place during 

holiday periods once validated by the college 
● supervised and/or organised by a member of staff 

In addition, the College will follow advice and guidance from the report published by 
Professor Sir John Holman, Adviser in Education at the Gatsby Charitable Foundation, 
titled “Good Career Guidance.” The report identifies eight benchmarks that are the core 
dimensions of good careers and enterprise provision in schools and Colleges. These 
are: 

● Benchmark 1 – A stable careers programme 
● Benchmark 2 – Learning from career and labour market information 
● Benchmark 3 – Addressing the needs of each pupil 
● Benchmark 4 – Linking curriculum learning to careers 
● Benchmark 5 – Encounters with employers and employees 
● Benchmark 6 – Experiences of workplaces 
● Benchmark 7 – Encounters with further and higher education 
● Benchmark 8 – Personal guidance 

Part-time paid work, such as evening or Saturday work, may qualify as work experience 
dependant on the roles and the courses which the student is studying. If the nature of 
work or employment is not relevant to the area of study, the student may work in a 
department of role which is suitable to the nature of learning, and to gain employability 
skills.  

https://www.gatsby.org.uk/uploads/education/final-0099-gcg-college-booklet-a5-4pp-rgb-aw1.pdf
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Any work experience organised by the student without the involvement of the College 
will not be included as work experience.  It is important to ensure that the College 
completes all necessary paperwork to ensure that the work experience opportunity is 
valid.  

The benefits of Work Experience 

Work experience can add value to the study programme by preparing students for work. 
It enables them to explore the careers linked to the academic or vocational subjects 
they are studying and helps with their choice of further or higher education. Other 
benefits of work experience can also help: 

● To develop employer engagement and links with professional agencies.   

● To provide purposeful and meaningful work-related learning inside and outside 

the classroom. 

● To give greater guidance to learner’s next steps and create purposeful links 

between programmes of study and students' career aims. 

● To gain new skills and knowledge within the learner’s industry by putting “Theory 

into practice”. 

● Improve a learner's chances of getting higher achievement. 

● To develop a students’ soft skills such as effective communication, problem 

solving, time management and customer service. 

● To enable first-hand experience with team working, communication and 

commercial awareness.  
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Who completes Work Experience? 

 
As a College, we want to ensure we have provided opportunities to ensure Students are 
ready for the next stage of education, employment or training. It is expected that all 
study programme Students will complete Work Experience in some capacity across 
their two years of study. The aim will be for all students to have meaningful work 
experience with an employer which creates a purposeful link between their Programmes 
of Study and their career aims. 
 
Work Experience falls under the planned EEP (Employability, Enrichment and Pastoral) 
hours that Students need to complete throughout the programme of study.  The amount 
of Work Experience Students will complete will be dependent upon the nature of their 
core learning aim / main programme.  

 
The curriculum will be coherently planned and sequenced in order to provide Students 
with enough knowledge and skills for future learning and employment. 
 
For some programmes work placement will be a mandatory component of their core 
qualification. 
 
The nature of these activities will vary, primarily depending on the student’s study 
programme. For example, work experience placements could be an integral part of 
more technical courses and contribute towards a student’s final grade, but this will not 
be relevant or pertinent to a learner with an academic programme of study.  
 
Sourcing of work experience opportunities will be primarily the responsibility of the work 
experience team.  It is envisaged that students in some cases will source their own 
placements as part of developing their independent skills. These opportunities can be 
sourced through friends and family or through direct contact with local businesses.  It is 
important to ensure that any placements are checked by the college before starting the 
work experience opportunity.
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Roles and Responsibilities 

 
● The Executive Director of Employability and Enterprise is overall responsible for 

this Policy and ensuring its objectives and assurance mechanisms are adhered 
to. 

 
● Heads of Schools are responsible for overseeing planned and non - planned 

hours within their School. They will be accountable and monitor the quality of 
WEX activities, ensuring they are fit for purpose, meaningful and that students 
are meeting the Programme of Study requirements. 
 

● Curriculum leads will: 
o Ensure all Students are participating in appropriate work-related activities 

by producing a scheduled plan to meet the Programme of Study 
requirements  

o Work with the work experience coordinator to ensure there are appropriate 
opportunities for their student groups and place each student accordingly 

o Ensure Personal Tutors are signposting students to opportunities and that 
work-related activities are taking place, being tracked and student 
reflections are evidenced using diaries (appendix 1) that have been 
approved by the Head of School. 

o Review work experience activities with the (Assistant) Head of School to 
ensure all students meet their EEP hours as per curriculum plan 
 

● The Work Experience Coordinator will:  
o Work with Heads of School/Curriculum Leads/Tutors to source appropriate 

work experience opportunities for students. 
o Ensure all work-related activities are validated and appropriate for 

students to attend. 
o Carry out or ensure that all the necessary workplace risk assessments 

and any other health and safety requirement is in place for employers 
working with the College in delivering work experience. 
 

● Tutors will: 
o Work with students through group and 1:1 tutorial to identify work 

experience and work placement opportunities 
o Support students appropriately to ensure they are matched with 

opportunities either personally identified or offered by the Employability 
and Careers Hub team regularly reporting on placement activity to the SLT 

o Ensure students have had the opportunity to develop skills prior to 
attending work placement activities  

 
 
 



RuTC Work Experience policy 22-23 7 

 

 

How will Work Experience be completed? 

 
It is recognised that work experience is unique and individual to all Students. All 
Students will participate in appropriate activities for their level and personal abilities. 
Therefore, the College will produce annually, a table that presents the range of work 
experience activities it will offer Students during the academic year. These can be 
chosen by the individual learner at the start of the year, to be discussed and recorded 
by their Tutor. This process to be reviewed on an annual basis. For an example of a 
RuTC WEX table, please see appendix A. 
 

Curriculum Leaders will work with teaching staff on each course’s curriculum design to 
include fulfilment of EEP hours. Work experience and EEP hours embedded within the 
curriculum will be identified and highlighted on the SoWs and a learner’s course 
overview.  
 
Students will work with their tutor to record all work experience on Pro Monitor 
and identify opportunities throughout the academic year to ensure the full hours 
of their EEP are achieved. This will be tracked and monitored by the tutor 
throughout the academic year.   
 
Group tutorial discussions will be used to help students understand the purpose 
of placements and the employability skills they should be aiming to develop.  
 
The Work Experience Coordinator will work with Curriculum Leads to support 
all curriculum areas in finding suitable WEX opportunities and work placements 
for students. 

Students will be supported by the Work Experience Coordinator prior to a work 

placement commencing to ensure the placement opportunity is appropriately 

matched to the student needs and appropriate risk-assessment has been 

completed. 

 
Students will be offered careers guidance/employability skills training from the  
Student Services/ Careers Team as part of Sightlines to Careers programme.   
There will be at least one Sightlines to Careers Week every term where 
students will be offered feedback on their CVs, interview and job-search skills.
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Sightlines to Careers - Employability Weeks 

 

The College will organise a number of employability weeks which will take place after 
most half-term breaks throughout the year.  These weeks will have a series of activities 
for Students to develop key employability skills needed for the world of work. This could 
include support with writing applications, drafting CVs, preparing cover letters, and 
completing employer application forms. 
 

Employability weeks will be designed in collaboration with the Head of Student Services 
and Heads of School. As part of this week, the College will have a number of invited 
employers who will host virtual or in person sessions to support students.  
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 Work Placements 

Work experience placements are understood to serve multiple purposes, 

including experience of the world of work, employability skill development and 

experience to help guide future career decision-making. The College recognises 

the importance of experiencing the world of work, while colleges stressed a need 

for students to develop and apply skills learnt during study programmes.  

 

It is a mandatory requirement for a study programme student to complete a work 

placement in order to fulfil their programme of study at the College. There are 

some courses where work placements are an essential part of assessment.  

The work experience coordinator will work with Tutors, Students, Parents/ Carers 

and Employers to enable wherever possible external work placements (if the 

student should wish to). Once students have been placed with an employer, the 

College will monitor the students’ progress throughout the work placement 

process. 

 

The work experience coordinator will prepare employers for work experience 

placements by ensuring the necessary practical measures have been considered 

e.g. Health and Safety checks. A Health and Safety audit will be completed by the 

College, and this will consist of a desk-based Risk Assessment. However, where 

placements were perceived to present a higher risk, such as those based in 

kitchens or on construction sites, desk-based assessments would be followed by 

a visit to the employer from the work experience coordinator. 

 

Calls and face-to-face visits will be the main tools used for monitoring. This role 

will be fulfilled by a range of different staff including dedicated Work Experience 

Coordinators, Heads of School and Student Services staff. All work experience 

opportunities and feedback will be recorded on Pro-Monitor. 

 
 

 

  



RuTC Work Experience policy 22-23 10 

 

 

 How will Work Experience be recorded? 

 
Work Experience and EEP hours will be identified and highlighted on the SoWs 

and a learner’s course overview by teaching staff and curriculum leaders.  

 

All EEP hours (to include work experience) will be recorded using the Pro Monitor 

system. EEP hours will be recorded once completed either by the tutor, student 

or the administrator for that School. This will then be used as evidence for funding 

during audits each year.  

 

Work placements will be recorded by the student and the Work Experience 

Coordinator when appropriate. 

 

All further correspondence regarding work experience will be recorded using Pro 

Monitor comments. 
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Why is it important for the College to offer Work Experience? 

Funding 

All 16 to 19-year-old students are funded for an individual study programme. Most study 
programmes have a core aim. 

The study programme must be tailored to each student, have clear study and/or 
employment goals reflecting the student’s prior attainment, and include 

● Substantial qualifications or work experience 
● Maths and English for students who have not achieved grade A*-C/9 to 4 GCSE 

in these subjects 
● High quality work experience or work preparation 
● Added value non-qualification activity that supports the students’ goals and is 

integrated into the study programme 

Planned hours in a study programme are categorised as either qualification (planned 
learning hours) or non-qualification (planned employability, enrichment and pastoral 
hours). All the hours in both categories need to be recorded accurately on the ILR or 
school census to avoid problems with future allocations. Both categories are added up 
to form the total hours of a study programme, and the total hours are used to calculate 
the funding allocation. 

The total hours allocated to the main aim(s) will be as follows 

● Level 1: 10 hours per week (360 hours) 
● Level 2: 10 hours per week (360 hours) 
● Level 3: 12 hours per week (432 hours) 
● Level 3 ‘A’ levels year 2: 15 hours per week for 30 weeks (450) 
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Table 1:  Planned Hours 
Level Yea

r 
Type  Main 

Aim(s) 
FS 
Englis
h 

FS 
math
s 

GCSE 
English 

GCSE 
maths 

Work exp Tutorial Enrichment Total Planned Hrs 

1 1 Vocational Studying 2 FSs 360 68 68  30 36  562 

Studying 1 FS and 1 
GCSE 

360 68 84 30 36  578 

No English or maths 
required 

360   60 36 94 550 

 

2 1 
 

Vocational Studying 2 FSs 360 68 68  30 36  562 

Studying 1 FS and 1 
GCSE 

360 68 84 30 36  578 

Studying 2 GCSEs 360 594 84 84 30 36  594 

Studying 1 GCSE 360  84 30 36 40 550 

Studying 1 FS 360 68  30 36 56 550 

 

2 1 GCSE pathway Studying 5 GCSEs 270  90 90 30 36 34 550 

 

3 1 & 
2 

Vocational Studying 1 GCSE 432  84 30 36  582 

Studying 1 GCSE 
and 1 FS 

432 68 84 30 36  650 

Studying 1 FS 432 68  30 36  566 

No English or maths 
required 

432   60 36 22 550 

 

3 1 ‘A’ Level Studying 1 GCSE 432  84  36  552 

No English or maths 
required 

432    36 82 550 

 

3 2 ‘A’ Level Studying 1 GCSE 450  84  60  570 

No English or maths 
required 

450    60 40 550 

 

3 1 Foundation Art & 
Design 

Studying 1 GCSE 450   84  36  576 

No English or maths 
required 

450      36  468 

 

Maximum Funding is achieved when Study Programmes planned hours total 540 or above (for the Foundation Art & Design this is 450 as all students are aged 18 or above). 

The Main Aim, Tutorial and Enrichment is delivered over 36 weeks. 

Functional Skills are delivered over 34 weeks (first 2 weeks of the academic year are used for initial assessments for students with grades 1 or 2 at GCSE and intensive study for 
apprentices). 

GCSEs in English and maths are delivered over 28 weeks (starting in week 3 and finishing in week 30) 

Work Experience is either 1-week block or 1 day a week for 5 weeks as a minimum requirement. 

Where work experience is a mandatory element of the main qualification then the work experience hours are recorded within the main aim hours. 
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EXAMPLE 

 

1ST YEAR LEVEL 3 VOCATIONAL 
LEARNER 

1 GCSE 

TOP BAND FUNDING 

 

 

 

 

LEVEL 2 VOCATIONAL LEARNER 
STUDYING  

1 GCSE AND 1 FS 

TOP BAND FUNDING 

 

 

 

 

1ST YEAR A LEVEL STUDENT  

NO GCSE CLASSES 

TOP BAND FUNDING 
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Ofsted 

Ofsted will look to see how the work experience has given the student the opportunity to 
contribute to and benefit from the learning programme, and how it has prepared them 
for employment. They will assess whether the work experience is both purposeful and 
planned, and whether it gives young people the opportunity to develop their 
employability skills in real working conditions. 

Ofsted will look to see what the progression is for the student on their study programme. 
If it is progression to higher education, there would be no automatic expectation to see 
external work experience included in the programme. If it is to an apprenticeship or 
work, Ofsted will normally expect the student’s study programme to include work 
experience with an external employer. 

When inspected, Ofsted would look for evidence that the simulated work experience 
has been purposeful and look at what value the young person has gained from the 
experience. 

Institutions’ working environments such as college companies provide good 
opportunities for students to develop initial vocational skills, knowledge and 
employability skills.  

However, students should progress to external work experience at the earliest 
opportunity especially if work experience is a substantial part of their study programme. 
When inspected, Ofsted would look for evidence that the simulated work experience 
has been purposeful and look at what value the young person has gained from the 
experience. 

  



 

Appendix A: An example of RuTC WEX table  
Activity Availa

ble to 

    Where  When   Duration 

Activity 6th 

Form 

Creative 

Industries 

STEM Business, 

Catering, 

Sports 

HSC, 

ELY

S 

In 

Colleg

e 

External 

visit 

Term 1 Term 2 Term 3  

UCAS 

workshop 

x x x x x x    x 1 hour 

Work 

placement 

x x x x x  x x x x 5 days 

Visit a building 

site 

  x    x  x  1 day 

Visit Royal 

Holloway 

x      x  x   

Create a 

panto for the 

local primary 

Schools 

 x    x  x   2 hours 

per week ( 

Care home 

chat 

x x x x x  x x x x 3 hours 

Careers in 

Sports talk 

   x  x  x   2 hours 

Knitting with 

children 

 x   x x x x   3 hours 

Primary 

School 

workshop  

x    x  x  x  6 hours 

Residential 

charity trip 

x x x x x  x  x  4 days 

Holiday  

 



 

Work Experience by Curriculum Area 

 

A Levels 

 

 

Art & Design 

 

 

Business 

 

 

Catering 

 

 

Construction 



 

 

Early Years 

 

 

Engineering 

 

 

Health & Social Care 

 

 

Information Technology 

 

 

Media 

 



 

 

Performing Arts 

 

Science 

 

 

 

 

 

 

Sport 
 

 

 

 

 

Travel & Tourism 

 

 

  



 

Appendix 1 FAQs for Employers 

The Who, What, Why, When and Where of Work Experience 

WHO 

All Students on Study Programmes (aged below 19 at the start of the course in 
September) must complete an element of work experience as a part of their 
course of study. This is a directive from the Department of Education and one 
that RuTC takes seriously. Details on work experience are subject to audit by 
Ofsted so the college needs to ensure all paperwork and procedures are 
followed correctly. 

WHAT 

Work experience should be purposeful, substantial, offer challenge and be 
relevant to the young persons’ study programme and career aspirations. 
It should have a structured plan for the duration of the placement, focus 
on the skills required for that area and be followed up by some form of 
reference/feedback from the employer based on the young person’s 
performance. To do this 

Students will not be Managing Director on their placement! They will often be 
given tasks that they think are not relevant, however, all opportunities are a 
chance to learn. Students are required to complete a log-book / diary when on 
placement as many skills learned during the placement can be put onto a CV 
for future use in looking for a job/apprenticeship. (It is worth remembering that 
people of all ages make the tea – this is not a reflection on a learner’s age or 
ability.) 

WHEN 

Placements can take place at any time during the academic year depending on 
the course of study. There may be set times/weeks during the year where you 
are on placement or it could be fitted around the days when you are not 
attending college. It is worth noting placements are not always 9:00am-5:00pm. 
They could, and often do, involve weekend work (hairdressers, retail) or even 
unsocial hours (theatre, leisure centres). 

 



 

WHERE 

Ideally, placements should be with a business/organisation closely matching 
what is being studied but some areas of work are difficult to source placements 
due to health and safety issues. In these instances, a ‘close match’ would be 
acceptable. For example, it is difficult to place a 16-year-old on a construction 
site so a placement with a builder’s merchant would be acceptable. 

WHY 

Work experience is a taster of the world of work. For many Students, this will 
be their first experience of working and an opportunity to improve their 
employability skills is key to finding employment in the future. 

Work Experience Is the best way to get a real sense of your chosen industry 
and to also check it is definitely something you want to pursue in the future; it 
will give you the opportunity without commitment. It is worth noting that many 
employers ask for previous experience and if you have not had a job they will 
look to see what work experience you have undertaking. Doing work 
experience also shows passion and interest to future employers. It proves you 
are motivated to get into a chosen career and that you have done your 
homework 

Students are required (on most courses) to find their own placement. This will 
help develop your own communication skills such as telephoning as employer. 
You may wish to visit a prospective placement provider with your CV to ask for 
an opportunity. How you find your placement is entirely up to you. For some 
areas a placement will be found for you, such as in Hospitality and Legal 
Secretaries however to guarantee your perfect placement. There is a form you 
use for this. Please get it completed and returned to the team based at Ardleigh 
Green Campus as soon as possible in September. 

We are always looking for good quality Work Experience Placements for our 
students so if you think you could offer placements please contact one of the 
team. 

Many employers may think What’s in it for me? as there is no financial 
incentive in taking on work experience placements but consider: 



 

• Do you have someone in your organisation who would benefit from 
mentoring students on placement, someone that is showing 
management potential? 

• Try before you buy. Many employers use work experience as an 
opportunity to evaluate students with a view to offering 
employment/apprenticeships in the future. 

• If you offer more than three placements in any one academic year we 
can print and send you a Certificate of Participation for you to display 
showing your commitment to working with Richmond upon Thames 
College 

• We can also feature your organisation on the College’s website. 

Paperwork……there is always paperwork but we will keep it to a minimum. If 
you have not offered work experience before we will: 

• Undertake a workplace risk assessment to ensure our students are 
placed in a safe environment. 

• We will need a copy of your Employers Liability Insurance. This is a 
mandatory requirement when hosting students on work experience. 

• Talk you through the process of work experience to include student 
expectations, your responsibilities, details of what work the student will 
be doing on placement etc. 

• Need your signature on the Agreement Form and the Risk Assessment 
forms. You will receive copies of all forms for your retention. 

• We will ask you to provide feedback on the student. 

Duration of placement 

This varies from course to course as this depends on how the students’ study 
programmes were designed. Some work experience placements are short, half 
a day, whilst some are of two weeks duration. Some courses are designed 
where the student attends a placement for one day a week for a long period of 
time so please do talk to one of the Work Experience Team who will be able to 
discuss the duration of placements for their curriculum areas. 

During the placement 

Students should be treated as one of your employees during the placement 
however it is important to remember that students could be just 16 years old 
and may require reassurance and possibly greater supervision. If any student 

https://www.havering-college.ac.uk/apprenticeships


 

on placement has any medical issues we will as a matter of course discuss this 
with you prior to the placement. 

We appreciate there is a limit to what a student on placement can do in some 
instances, especially in high-risk areas such as construction, engineering and 
electrical environments. In such a case student may observe work being 
undertaken instead. 

All students are required to write up their experiences whilst on work 
experience and placement providers are encouraged to give feedback to 
include comments on time keeping, attitude, interest in the work etc so that we 
can monitor the students and identify any areas for improvement. 

After the placement 

Students are encouraged to update their CVs after the placement to include the 
new skills and experiences gained from the work experience placement to 
further enhance their chances of securing employment in the future. 

Work Experience is a compulsory part of study programmes for students (aged 
below 19 at the start of the course) and is just as important as the course 
qualifications and the maths and English qualifications 

Work Experience IS: 

• A fantastic opportunity for you to work with an employer/organisation. 
For many students this will be the first time working with other people, 
taking instruction and having a taste of what it is like to be in a work 
environment. 

• Usually linked to your course or your long-term career aspirations 
however sometimes it is hard to get a perfect match, for example if you 
are on a construction course it would be possible for you to undertake 
your work experience placement in a builder’s yard as getting onto a 
construction site under the age of 18 is extremely difficult. 

• A great opportunity to ‘shine’ and this sometimes leads to part-time 
work or could even lead to full-time employment/ apprenticeship. 

• Unpaid; however, some employers may contribute to your travelling 
costs, or perhaps offer a free or subsidised lunch. 

• Being treated like an employee of the firm. 

 



 

Work Experience is NOT: 

• Something that you can opt out of; you must complete your work 
experience as it is a compulsory part of your study programme. 

• ‘Taking advantage’ as work experience must have a structure, have 
outcomes and feedback is also required. The College logs all work 
experience placements and this is subject to audit by Ofsted. 

• An opportunity for you to become the Managing Director of the 
company. Like any new post/job, you tend to start at entry level. It is not 
a reflection on your age or ability if you are asked to make the tea! 

Work Experience CAN: 

• Vary in length. The length of your placement will depend on the course 
you are on. Some placements can be as short as just half a day whilst 
others are longer-term such as one day a week for the duration of the 
entire course. The time you need to spend on placement will be 
identified on your study programme 

• Be outside of the normal Monday-Friday ‘9-5’ such as hotels, catering, 
theatre, events and sports. Remember work experience is to give you a 
taste of the real world of work and that means working the usual hours 
for that industry sector 

• Be boring as sometimes, due to your age, the time of year etc your 
placement may have a dry spell however you should use this time to 
ask questions, perhaps volunteer to work shadow someone else, do 
some research on the company etc. You should use your placement as 
an opportunity to learn and observe. You will probably be surprised by 
just how much you learn whilst out on placement. 

• Be a great way to boost your C.V. (Curriculum Vitae) for when you start 
looking for jobs. Employers like to see details of work experience, 
especially if you can evidence good feedback from your placement. 

Question: Can I work with my dad? 

Answer: Depends on what your dad does for a living and if it links to what you 
are studying at college. All placements are subject to a workplace risk 
assessment and we check that the proper insurance is in place to ensure the 
safety and well-being of our students BEFORE students go out on placements. 
The student on placement needs to be supervised by someone who is not an 
immediate family member. 



 

Question: Do I have to do work experience if my 19th birthday was in 

December? 

Answer: If you were under 19 at the start of your course (usually September) 
then you will need to complete a work placement. 

Question: Will I get paid while on work experience? 

Answer: Not normally. Work experience is unpaid however many placement 
providers will reimburse travelling costs or may offer a free/subsidised lunch. 

Question: What happens if I am offered a placement and do not turn up? 

Answer: If you are absent for a very good reason then it may be possible to 
rearrange however if you fail to turn up without a good reason you will probably 
have a Stage 2 Disciplinary meeting which could impact on any reference the 
college gives you in the future. 

Question: Can I do my work experience at any time? 

Answer: Some courses have set times in the year when the entire group will go 
out on placement at the same time. On other courses it will be ‘as and when’ 
placements become available. 

Question: Will my Saturday job at the market selling fruit and vegetables count 

as work experience? 

Answer: Highly unlikely! Work Experience should be matched to your course of 
study or long-term career aspirations, however, do discuss this with your 
Coordinator who will be able to advise you. 

 

 

 

 

  



 

Appendix 2 - Work Experience Plan 2022-23 

 

• One-week (35 hours) block Work Experience (WEX) for most 

groups – planned and agreed with Heads of School (HoS) by the 

end of the academic year 2021-22.  

• There will be some exceptions like Catering and Level 3 Sports 

etc. For these students working one day / week for a few weeks is 

convenient for both the providers and the students.  

• During the agreed week of WEX [five days (or 35 hours)] 

irrespective of timetabled hours, the students will report directly to 

their workplaces.  

• Work experience coordinator will contact the employers on the 

first, third and the fifth days, unless it is necessary to contact the 

WEX providers. 

• Any absence from WEX will be marked as absent in the college 

register. 

• Sourcing WEX will be the responsibility of work experience 

coordinator with the primary onus of sourcing on the students.  

• Six weeks before the commencement of their work placement 

paperwork is to be completed and logged..  

• Employers without Employer’s Liability Insurance and Risk 

Assessment will not be allowed to host students on WEX. 

• Under-18 students need parental permission in writing to go 

ahead with their WEX. 

• Students who cannot source their own WEX or cannot be 

provided with one from the cross-college pool of WEX will have to 

attend college as per their timetable. 

• During enrolment, the students will be notified of their 

responsibility to secure work placement.  

• Parents / Carers / guardians will be informed on the WEX 

programme though a letter at the start of the academic year.  



 

• The School of Health Care, Early Years and Supported Learning 

organize WEX for their students. However, necessary support 

related to contacting employers, paperwork and recording wok 

experience data will be provided.  

• WEX will commence from Week 10 of the academic year (in this 

case 7 November 2022, Monday) 

• The WEX blocks will be finalized based on the dates of exams, 

mocks, and those of other events of significance. 

• The Level 3 Year 2 students across schools will be initial groups 

to start their WEX. As Year 2 students they will have completed 

one year in college. 

• Students will have to maintain a timesheet to record their WEX 

hours.  

• The learners will be provided with an opportunity to record their 

reflections following WEX.  

• The WEX providers will provide the necessary feedback on the 

performance of the students.  

• Another option may be to allow the student to make alternative 

arrangements within reasonable flexibility to complete the 

necessary WEX. 

• Level 1 students across the college, apart from a few areas like 

Engineering Construction, Plumbing etc., will be involved in 

employer-related activities. The focus will be on introducing the 

students to professionals from their respective trades of choice, 

and for industry and company insights.  



 

The focus for the Level 2 students will be on developing broad 

employability skills – Communication, Problem-Solving, Customer 

Service, Numeracy, Literacy, IT, Time Management, Teamwork, 

Interpersonal.  

• Local, national, and international charities, offices of primary and 

secondary schools will be the general destination of most of the 

Level 2 students for WEX. These will be the natural destination for 

Level 2 Business, IT and Science students.  

• Level 2 Sports students will be encouraged to contact the PE 

teachers of their own and / or nearest primary and secondary 

schools to work-shadow for a week.  

• Level 2 Catering students will shadow chefs and assist them 

within health & safety regulations and by maintaining a 

reasonable distance from the source of fire and other forms of 

energy necessary for cooking.  

• Any Level 2 student, irrespective of the school of study, who 

cannot secure its own work experience, nor can be offered one 

from the college pool may be offered a position in charities and 

schools to develop general employability skills. 

• Level 3 Business students will have a choice to source WEX from 

their areas of interests – marketing, retail, finance, banking, 

accounting, law (for Business with Law). 

• Level 3 IT students will have a similar choice. Since WEX in IT is 

rare and difficult to secure, IT projects may be considered, 

depending on agreement with curriculum leader and HoS.  

• Level 3 Catering students will carry on with their WEX as now – 

once a week for several weeks. 



 

• Level 3 Sports students will have to choose between Coaching & 

Development, and Fitness & Training, and secure their WEX 

accordingly.  

• Some Sports students may need DBS to complete their WEX. 

• Apart from travel agencies and travel companies, Travel students 

across levels will have hotels and hospitality facilities as their 

choices of WEX. 

• Science and Engineering: A plan will be worked out soon.  

• I am working towards a calendar of WEX provided by external 

companies like HSBC, BA, etc. Once ready, this will be shared 

with HoS so that students may be nudged to make the most of 

external WEX. 
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Contact Details 

 

Student Details 

Name:  

Home Telephone Number:  

College Details 

Achievement Coach Number:  

Emergency College 

Contact Number: 

 

College Email:  

Employer Details 

Name of Company:  

Department/Division 

(if applicable): 

 

Address: 

Employer Telephone 

Number: 

 

Name of Company 

Supervisor/Contact: 

 

Start date of Placement:  

End date of Placement:  
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Introduction 
A message to the students 

This is your diary and it will help you to record your experiences and achievements whilst 

at your work experience. 

It will also help you to record and learn from your experiences. 

In particular, there are five reasons for keeping a Work Experience diary: 

focus 

patience 

planning 

personal growth 

supporting completion of passport of progression and work. 

This will then be used to help complete your student evaluation at the end. 

 

 
 

 

 

 

A note to employers 

We would like to say thank you in advance for supporting our students with their 

career and aspirational aims. In return, you are giving a student/s a chance to gain 

some invaluable experience. Another way you can help support them is by making 

sure the student/s is completing their diary. If you also require the student/s to 

complete any given tasks, please write in their diary.



5  

Competency Framework 

 

3. Communication Skills 

3.1. Communicate respectfully in tone and manner, listening actively and effectively. 

3.2. Listen and ask questions to understand other people’s viewpoints. 

3.3. Communicates any potential issues in a timely manner. 

3.4. Recognise cultural differences in communication. 

4. Self-Awareness 

4.1. Safeguarding/Prevent. 

4.2. British Values. 

4.3. E-safety. 

4.4. Equality, diversity and inclusion. 

5. Personal Skills 

5.1. Reflect on personal strengths and identify areas for development. 

5.2. Be self-aware: know what steps to take to stay safe and be a positive role model. 

5.3. Demonstrate good time management. 

5.4 Demonstrates resilience and perseverance. 

6. Professional Behaviour 

6.1. Have self-discipline and be able to work independently and think for your self 

6.2. Follow work place policies (e.g. health and safety, equality, harassment and 

confidentiality). 

6.3. Abide by and respect the standards of the practice. 

6.4. Develop leadership skills and take responsibility for understanding and adapting 

to workplace culture. 

7. Teamwork 

7.1. Working cooperatively and collaboratively with others to achieve collective goals. 

7.2. Accept and provide feedback in a constructive and considerate way. 

7.3. Support and motivate the group to perform. 

7.4. Show accountability to the team and follow through your commitments. 
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Pre-Work Experience self-assessment for student and employer 

 

This is a pre-Work Placement assessment. The purpose of this 

assessment is to establish the skills, abilities and qualities that you may 

possess. You can also highlight any areas of improvement or support 

you may need. 
 

Please using the ratings key to show what level you feel you are at: 

Ratings: (1) – I need to develop, (5) this is one of my strengths 

 1 2 3 4 5 

Communication Skills      

Self-Awareness      

Personal Skills      

Profession Behaviour      

Teamwork      

As an employer, you will be asked to help the students with the above goals. 

Can we ask you to complete the following questions? 

How will the student be developing their 

skills? (e.g. completing a short project 

or day-to-day work etc) 

 

Will there be any Maths and/or English 

involved in the Work Placement? If so, 

please state the tasks (e.g. updating 

spreadsheets, working out figures, 

proof-reading letters etc) 

 

Who will be supporting the student 

with their development? (e.g. one-to-one 

support or a variety of departments, 
if so please list) 

 

How will the student know they have 

achieved the required skills? 
(e.g. certificate, completed project etc) 
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Work Experience Preparation 

Get information before the day! 

Find out about the employer and the job. You could ask the employer if they have an 

information pack or possibly speak to people who work for the company. The library 

and the Internet will have information. 
 

Try to find out the answer to the following questions: 

• What do they do/make/sell? 

• Who are their customers? 

• What exactly will the job involve? 

• What sort of person do you think they want? 

• How can you fit your skills to match the opportunity? 
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Here are some tips which may help at an interview: 

 
Do 

 

• Enter the room confidently 

• Introduce yourself with a firm 
hand shake 

• Look interested – ask questions 
as well as answering 

• Tell the truth 

• Speak clearly 

• Give a friendly smile 

• Be polite and friendly – look the 
interviewer in the eye as soon as 
you enter the room 

• Answer questions as fully as you 
can – avoid yes and no answers 

• Ask if you don't understand a 
question 

• Sell yourself 

 

Don’t 

• Sit until invited 

• Slouch in the chair 

• Swear 

• Interrupt 

• Go over the top - stay calm 
and stick to the facts 

• Try bluffing or be evasive 
when answering 

• Be argumentative 

• Fidget 

• Smoke 

• Say bad things about 
your last employers 

• Talk about your weaknesses 

• Joke or be over familiar 

• Answer questions with 'dunno' 

 

 

 

People who listen. 

People who answer 
 

 

 

 

the right places 
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Personal Checklist 

This information is really important. It will help you feel confident about 

where you are going and what you are doing. 

However, you need to make sure you plan your journey well in advance. 

The information you need to have: 

 

Telephone number 

of the company: 

 

On the first day go to:  

Ask for (person):  

Arrive at:  

Dress code:  

Protective clothing or 

equipment required: 

 

Hours of Work: from: to: 

Break times:  

Lunch time: 

 

 

 
Travel arrangements 

(How will I get to work) 

Bus Car Walk Train 

    

If bus or train, which one and time? 

How much money will 

I need? 

 

£ 
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Health and Safety at work 

On your first day of the Work Experience, please make sure the 

information below is completed. Please ask your employer for support. 

 
 

Who will be my supervisor? 
 

If they are not available 

who do I contact? 

 

 
Please write the procedure for 

evacuating the work place in an 

emergency: 

 

 
Please write the name and number 

of the person who carries out the 

health and safety at work: 

 

 
Please write down the location 

for the fire evacuation: 

 

 
If I am not able to attend the 

placement, I need to inform the 

employer on: 
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Dates for attendance 

This page needs to be completed on the last day to evidence the fact you 

attended for the whole duration as agreed. 

 
 

 
Please tick to show attendance 

am pm 

Monday 
  

Tuesday 
  

Wednesday 
  

Thursday 
  

Friday 
  

 
 

 

 

Your signature: 

Supervisors 
Signature: 

Date: 
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Work Placement 
Training Plan 
Notes 
Your diary needs to cover the following information: 

• Tasks completed daily. 

• Skills I used and how I demonstrated them. 

• What I did well and am proud of, on each day. 

 

 

This is your diary and it should help you: 

• Prepare for your Work Placement. 

• Record and learn from your experiences whilst on placement. 

• Contribute to class activity and discussion after your placement. 

• Record the main tasks completed each day. 

• Ensure you are keeping your diary up to date, by filling it in at the end of the day. 
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Monday 

 

Tuesday 

 

Wednesday 

 

Thursday 

 

Friday 
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Post-Work Experience  

Self-assessment 

This is a post-Work Experience assessment. It will determine if you have 

improved any of your skills, as set in the pre-assessment. 

 

Please using the ratings key to show what level you feel you are at: 

Ratings: (1) – I need to develop, (5) this is one of my strengths 

 1 2 3 4 5 

Communication Skills      

Self-Awareness      

Personal Skills      

Professional Behaviour      

Teamwork      
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Work Experience Feedback Form 

(To be completed by the employer) 

We hope the work placement opportunity has been 

a successful one. Can you please take a few moments to feedback on your 

Work Experience student? 

This questionnaire can be emailed back to us at 

workexperience@rutc.ac.uk or handed to the student to return to us. 

THANK YOU! 

 

Student Name:  

Employer Name:  

Student Targets 

Communication Skills 

Self-Awareness 

Personal Skills 

Professional Behaviour 

Teamwork 

mailto:workexperience@rutc.ac.uk


17  

Work Experience Feedback Form 

(Continued) 
 

Job Title: 

 
  Core Competencies (please tick to set targets)  

 

The student has achieved the above targets or 

made progress towards achieving them 

Strongly 

Agree 

 
Agree 

 
Disagree 

Strongly 

Disagree 

    

 

The student has demonstrated appropriate workplace 

attitudes and behaviours 

Strongly 

Agree 

 
Agree 

 
Disagree 

Strongly 

Disagree 

    

 

Overall Work Placement was successful 

Strongly 

Agree 

 
Agree 

 
Disagree 

Strongly 

Disagree 
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Notes 
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