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Work-Related Learning 
The Rowans AP Academy is committed to providing a planned programme of work-related learning and enterprise education in partnership with local employers and the Medway Educational Business Partnership. The school is committed to promoting the use of labour market information to enrich the pupils’ knowledge which enables them to make the most informed decisions. Lee Ketcher is the Work Experience and Extended Work Placement Co-ordinator, reporting to Jo Skinner the lead for careers.  

The Rowans AP Academy will:
· Provide opportunities for pupils to learn through work experience, taster days and/or extended placements.
· Coordinate activities for pupils to develop skills for employability through mock interviews, meaningful encounters with employers and local employers’ knowledge and expectations. 
· Help pupils recognise, develop and apply their skills for enterprise and employability.
· Guide pupils to use their experiences of work to extend their understanding of careers and work.
· Help pupils to engage with ideas and challenges from the business world.
Rationale
Work experience is key to bridging the gap between education and the world of work. At its broadest and best, work experience can open young people’s eyes to jobs they have never thought of, help inform career decisions, offer a chance to prove themselves to an employer and help instil the attitudes and behaviours expected at work. This is why as a school we deliver 1 week’s work experience in year 10, link work experience to vocational subjects for KS4, offer work placed taster days and extended work placements. This ensures that all our pupils undertake work experience as part of their employability skills development throughout Key Stage 4 in line with the Apprenticeships, Skills, Children & Learning Act. All work placements make an important contribution to our range of vocational and academic qualifications, including BTECS and GCSE’s.  Most importantly, the experience builds our young people’s self-esteem, confidence and independence in a controlled, monitored environment. 
Process for MEBP placed work placements.













Process for The Rowans/ pupil/ parent placed work placements 
















Responsibilities

Young people are expected to attend their agreed work experience placement and will be marked present in the same way as if they are in school. Any absence from the work placement must be notified to the school in the same way as a school absence. Parents/carers of pupils of compulsory age who keep their children away from their work placement will be condoning unauthorised absence. Providers are to inform the school on the first instance of any absence. 

Health & Safety

The school contracts Medway Education Business Partnership (MEBP) to provide placements and carry out checks on employers’ health and safety management systems at an agreed cost per pupil. National Examination Board in Occupational Safety and Health (NEBOSH) trained staff at MEBP compile risk assessments on all placements prior to a pupil being placed in an organisation. 

MEBP write risk assessments for all work placements that are notified to the school, pupils and parents.

Work placements organised by the school/ pupil/ parent follow advise from the Health and Safety Executive and is detailed in a health and safety checklist, as part of the provider agreement form. 

The school provides personal accident insurance for all pupils whilst on work experience at an authorised placement. The work experience coordinator will notify the Head Teacher of all placements. Work experience placements are covered by the Council’s Employers Liability Policy and it is not necessary to inform the council each and every time a pupil is placed on a work placement scheme. 

Duty of Care

Before pupils go on, MEBP placed, work experience they will have preparation 1:1 talks with their form tutors to go through expectations, travel arrangements, job description and risk assessment. Form tutors will also go through with them; expectations, PPE, working hours and tasks. Form tutors will also arrange phone calls and visits to the employer for interview purposes. 

The school and MEBP ensures that every employer agrees to provide a health and safety induction as part of each pupil’s introduction to the workplace.  Pupils will be informed that it is a legal requirement for employers to inform them of risks in the work place and to give a health and safety induction session to them before they begin work. Pupils are told to ask politely for this information if it is not provided. Staff telephoning/visiting pupils should check this has been done. 

For pupil/ parent sourced placements parents/carers must sign a ‘parental consent’ form agreeing to the work placement. Members of the school’s staff will visit placements during the time the pupil is there to check on progress. 

Reporting & Record Keeping

· MEBP 1-week work experience pupils will be expected to keep a work experience log book (provided by MEBP) of their work experience and do follow-up work based on it on their return. 
· MEBP extended work placements are reviewed termly between: MEBP staff, representative of the school and provider. 
· Pupil/ parent sourced work experience placements are reviewed termly between: school and provider representatives. 

Programme Review

· MEBP holds an annual meeting for all work experience co-ordinators, where all aspects of the programme are reviewed and revised. 
· The school annually reviews and evaluates the impact of its work experience provision. 
· Programme reviews are conducted by Lee Ketcher is the Work Experience and Extended Work Placement Co-ordinator, reporting to Jo Skinner the lead for careers.






















Application form


Pupils will complete a parent concent form provided by The Rowans giving details of the work placement sourced.


This will inform the school of the work placement they have sourced and areas of work they will be covering. 


Conditional offer of placement with job specification 


The conditions of acceptance may involve the pupil having to go for interview in person or over the telephone.


Acceptance and preparation


The pupil will receive notification through the school as to whether they were accepted for their intended placement.


The school will review the application and liase with the provider to ensure risks and employers liability indurance are in place. 


Where needed pupils may be taken to their placement in advance of their start date by a teacher. This is for familurisation.


Placement review


Whilst pupils are on placement the work experience coordinator has a formal review of the placement to support the pupil and provider. 



Application form


Pupils will complete an application form provided by MEBP with the support of the work experience coordinator and form tutor.


This will highlight areas of special interest and provide MEBP with the appropriate pupil information


Conditional offer of placement with job specification 


Pupils will receive notification of a conditional offer within a placement. 


The conditions of acceptance may involve the pupil having to go for interview in person or over the telephone.


Acceptance and preparation


The pupil will receive notification through the school as to whether they were accepted for their intended placement.


A job specification will be sent for the pupil to look over and identify if the job is suitable for their needs





Where needed pupils may be taken to their placement in advance of their start date by a teacher. This is for familurisation.


Placement


Whilst pupils are on placement a member of staff will  visit at least once in the week to support the pupil and check completion of the log book.


Review


Work experience preparation will take place in school by form tutors .


Pupils will complete a work experience Log Book.


A review is completed on the pupil by the employer.


MEBP and the work experience coordinator have a formal review of the planning and running of the work experience programme for the academic year. 


Set new objectives for the following years work experience programme. 


Form tutors will also phone 2-3 times during the week to check attendance.
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