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4. Placement	  

Placement	  title	   	  
	  

Placement	  description	   	  
	  

Work	  times	   	  
	  

Lunch	  arrangements	   	  
	  

Provider’s	  requirements	   	  

	  

5. Health	  and	  Safety	  
	  

Thank	  you	  for	  agreeing	  to	  offer	  a	  placement.	  The	  health,	  safety	  and	  welfare	  of	  the	  participant	  is	  of	  paramount	  importance	  
and	  because	  of	  their	  age,	  immaturity	  and/or	  inexperience	  the	  participant	  could	  be	  at	  greater	  risk	  in	  the	  workplace.	  When	  
they	  are	  new	  to	  the	  workplace,	  they	  will	  encounter	  unfamiliar	  risks	  from	  the	  work	  they	  carry	  out	  and	  from	  the	  working	  
environment.	  
	  
Employers	  must	  ensure	  that	  they	  assess	  the	  risks	  to	  the	  participant	  and	  make	  sure	  they	  put	  in	  place	  controls	  to	  reduce	  
the	  risk.	  
	  
When	  you	  offer	  a	  work	  experience	  placement	  you	  have	  the	  same	  responsibilities	  for	  their	  health,	  safety	  and	  welfare	  as	  
for	  your	  workforce.	  Under	  Health	  and	  Safety	  law	  these	  participants	  will	  be	  regarded	  as	  your	  employees.	  
	  
As	  part	  of	  the	  process	  a	  health	  and	  safety	  visit	  will	  be	  made	  to	  your	  premises	  prior	  to	  the	  participant	  starting	  to	  ensure	  all	  
correct	  legislation	  is	  met.	  	  

5. 	  

6. Personal	  Protective	  Equipment	  
	  

Is	  PPE	  required?	   	   Yes	   	   	   No	   	  

	  

Will	  this	  be	  provided	  by	  you?	   	   Yes	   	   	   No	   	  

	  

Participant	  must	  provide	  own	   	  

	  

7. Placement	  Arrangements	  
	  
Start	  Date	   	   	   End	  Date	   	  

	  

Tick	  as	  appropriate	   	   	   	   	   	   	   	   	   	  
	  

	   Mon	   	   Tues	   	   Wed	   	   Thurs	   	   Fri	  
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8. Work	  Experience	  Database	  
	  

Work	  experience	  is	  critically	  important	  to	  young	  people	  for	  building	  knowledge,	  experience	  and	  evidence	  of	  the	  skills,	  
qualities	  and	  attitudes	  required	  for	  successfully	  entering	  employment.	  We	  hope	  that	  you	  will	  consider	  offering	  up	  this	  
work	  experience	  opportunity	  to	  others	  in	  the	  future.	  

If	  you	  do	  not	  wish	  to	  participate	  in	  the	  work	  experience	  scheme	  for	  others	  and	  do	  not	  wish	  to	  have	  your	  details	  kept	  
on	  our	  database	  then	  please	  tick	  the	  box.	  	  

9. Employer’s	  Liability	  Insurance	  Details	  –	  There	  must	  be	  a	  valid	  employer’s	  liability	  insurance	  
for	  the	  period	  of	  the	  placement.	  

	  
Name	  of	  Insurance	  Company	  	   	  
	  

Insurance	  Policy	  No	   	  

	  
Date	  of	  expiry	   	  

	  

10. Vehicle	  Insurance	  Details	  -‐	  If	  participant	  is	  to	  be	  transported	  during	  the	  placement	  there	  
must	  be	  valid	  business	  vehicle	  insurance	  for	  the	  period	  of	  the	  placement	  

Name	  of	  Insurance	  Company	  	   	  
	  

Insurance	  Policy	  No	   	  

	  
Date	  of	  expiry	   	  

	  

11. Acceptance	  and	  Agreement	  (Employer)	  

I	  confirm	  that:	  

I	  accept	  responsibility	  that	  the	  company’s	  Public	  and	  Employer’s	  Liability	  Insurance	  will	  cover	  a	  participant	  for	  the	  
duration	  of	  his	  or	  her	  work	  experience	  placement.	  

The	  participant	  will	  receive	  induction	  and	  instruction,	  which	  includes	  Health	  and	  Safety	  issues	  covering	  identified	  hazards	  
and	  control	  measures.	  

• The	  participant	  will	  be	  supervised	  at	  all	  times	  
• Name	  of	  company/organisation/agency	  

Date	   	  
	  

Signed	  by	  authorised	  person	   	  

	  

Name	  (printed)	   	  

	  

Position	   	  
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Participant:	  Statement	  of	  Agreement	  

I	  (participant	  name)	  agree	  to	  take	  part	  in	  the	  Work	  Experience	  programme,	  as	  outlined	  overleaf	  
	  
I	  also	  agree	  to	  hold	  in	  confidence	  any	  information	  about	  the	  company/organisation’s	  business	  which	  I	  may	  obtain	  
in	  the	  course	  of	  the	  Work	  Experience	  period	  and	  not	  to	  disclose	  such	  information	  to	  any	  other	  person	  without	  
the	  permission	  of	  the	  company/organisation.	  
	  
I	  also	  agree	  to	  observe	  all	  safety,	  security	  and	  other	  regulations	  laid	  down	  by	  the	  company/organisation	  and	  
make	  known	  to	  me	  by	  the	  company/organisation’s	  representatives	  or	  by	  displayed	  instructions,	  and	  take	  
reasonable	  care	  of	  my	  own	  health,	  safety	  and	  welfare	  and	  of	  the	  health,	  safety	  and	  welfare	  of	  others.	  
	  
If,	  for	  some	  reason,	  I	  am	  unable	  to	  attend	  the	  work	  placement,	  I	  will	  notify	  the	  company/organisation	  and	  the	  
school/service	  immediately.	  
	  
Participant’s	  signature:	   	   Date:	   	  

	  

FOR	  OFFICIAL	  USE	  

Name	  of	  WEX	  Co-‐ordinator	   	  

	  

Telephone	  Number	   	  

	  

Additional	  notes	  regarding	  placement	  

	  

	  

	  

	  

	  

	  
	  

WorkIT	  Application	  updated	   	  

	  

Name	   	  

	  

Date	   	  
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Appendix 8 Work Experience Pupil Performance 
Evaluation 
Thank you for taking a pupil on work experience. Would you please spend a few moments completing this form and return to the pupil on 
completion of their work placement? 

Work Placement Organisation Details 
Organisation (Company Name) 
Contact (Contact Name) 
Address (Company Address) 

Tel No. (Company Tel. No.) Email (Company Email) 
Work Placement Details 
Pupil’s 
Name 

(Pupil’s Name) 

Start date (Start date) 

Pupil’s Duties (job description from job card) 

Pupil’s Performance  
Please give us your opinion on the pupil’s performance.  If their performance was LOW, give them a 1; if it was outstanding give them a 10. 

Attributes 1 2 3 4 5 6 7 8 9 10 
Timekeeping/attendance	              

Appearance/appropriately	  dressed	             

Attitude/behaviour	  in	  the	  workplace	             

Ability	  to	  accept/follow	  instruction	             

Motivation/commitment	  to	  the	  job	             

Shows	  initiative	             

Team	  working/participation	             

Communication	  Skills	             

Numeracy	  Skills	             

Work Placement Satisfaction 
Are you satisfied with the performance of the pupil?  Yes  No 
Please give us your  comments on the pupil’s performance 

 
 
 
 
 
 

 
 
Signed 

 
Date 

Thank	  you	  for	  completing	  this	  Questionnaire.	  	  This	  will	  form	  an	  important	  part	  of	  the	  profiling	  process	  for	  the	  young	  person.	  	  
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Please note:

Case studies 1-4 and appendices 1-6 are part of the Dumfries and Galloway Pathway to Employability 
Toolkit.

• Case Study 1: Lockerbie Cluster Skills Audit

• Case Study 2: Wallace hall Academy and the Queensbury Initiative

• Case Study 3: Schools for the Future – Dumfries Learning Town

• Case Study 4: Cargenbridge Primary’s partnership with DuPont Teijin Films

• Appendix 1: Pupil Voice – Skills for work DVD

• Appendix 2: How to use the toolkit

• Appendix 3: Audit Tool

• Appendix 4: Survey of Employers / Businesses

• Appendix 5: Skills Progression Card

• Appendix 6: Dumfries and Galloway Employability and Skills Framework – an employability award 
for all underpinned by a quality assessment tool for employers

• Appendix 7 – Self found request form

• Appendix 8 – Placement Evaluation form

• Appendix 9: Work in progress

• Appendix 10 – summary of current Skills for Work Courses 

To access the whole toolkit, accompanying case studies and appendices please go to the school 
section at http://dgtap.co.uk/schools.
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