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College Values 
Students: as the focus for the work of everyone at the College 
Mutual Respect: caring for and valuing students, staff, governors and our community 
Integrity: honesty, hard work and personal and social responsibility 
Learning: a passion for learning and its capacity to change lives 
Excellence: high aspirations, high standards and high achievement 



 
 

Background and context 

The Government’s careers strategy, published on 4 December 2017, sets out a long-term plan to 
build a world-class careers system that will help young people and adults choose the career that is 
right for them. To achieve this aim, the careers strategy sets out that every college should use the 
Gatsby Charitable Foundation’s Benchmarks to develop and improve their careers provision 

 

 
The 8 Gatsby Benchmarks are: 

• A stable careers programme 

• Learning from careers and labour market information 

• Addressing the needs of each student 

• Linking curriculum learning to careers 

• Encounters with employers and employees 

• Experiences of workplaces 

• Encounters with further and higher education 

• Personal guidance 
 

This guidance expands on the measures set out in the strategy: to make sure that every pupil should 
have first-hand experiences of the workplace through work visits, work shadowing and/or work 
experience to help their exploration of career opportunities and expand their networks. 
By the age of 18, or before the end of their study programme, every student should have had at least 

one experience of a workplace, additional to any part-time jobs they may have. 

 

Intent 

At Luton sixth form college the intention of experiences in the workplace is for learners to have: 

1. The opportunity to develop essential skills for work 

2. To create social capital for young people with more limited networks 

Priority 

1. Learners on T levels 

2. Learners in year 13 who have had no experience of the workplace and are planning to progress 

to employment after leaving college 



3. All other learners 
 

How we arrange work experience 
 
 

Who How it is arranged 

Health and Social care students 

Autumn 

Spring 

Summer 

Health and Social care students are 

supported with the knowledge and skills to 

find their own experiences of the 

workplace 

Year 12 students -Autumn Term 

Year 12 students- Spring Term 

Year 12 students- Summer Term 

Find your own work experience initiative 

starts. Students are supported with the 

knowledge and skills to source an 

‘experience of the workplace’. 

The aim is for most experiences to take 

place during the college half term holidays. 

Direct contact with employers The work placement officer contacts 

employers to find out what experiences 

they can offer our students. Students are 

informed of the opportunity. 

Direct contact from employers Employers contact the college to offer 

experiences of the workplace. Students are 

informed of the opportunity. 

Luton Sixth Form College internal 

experiences of the workplace 

Departments in the college offer 

experiences of the workplace 

Year 13 students– Spring term Learners who have had no experience of 

the workplace and are planning to enter 

employment after leaving college are 

prioritised for an experience of the 

workplace arranged by the work placement 

officer. 

Year 13 students - Summer term Learners who have had no experience of 

the workplace and are planning to enter 

employment after leaving college 

participate in WorkTree employer 

conversations 

T level students 

Level 3 classroom-based technical 

programmes industry placements 

The industry placement is a compulsory 

part of the T Level and will be provided by 

the college 



Our engagement with employers 
 

1. We build a wide network of employers who can provide workplace experiences 

How: 

✓ Capitalising on student-sourced contacts. 

✓ Providing a clear point of contact for employers. 

✓ Develop partnerships or agreements with key employers. 
 

2. We maintain relationships through regular communication with employers to keep them 

engaged and maximise the opportunities 

How: 

✓ Sending thank-you letters/emails to employers after workplace experiences. 

✓ Inviting employers to events (annual fair). 

✓ Communicating benefits of workplace experiences and good news stories. 
 

3. We make offering experiences of workplaces as easy as possible for employers 

How: 

✓ Providing opportunities for employers to get to know the school or college, building 

confidence and exposure to young people. 

✓ Providing simplified paperwork and offering support to complete it 
 

4. We meet the resource requirements of workplace experiences 

How: 

✓ Identifying and articulating staff roles in delivering workplace experiences. 

✓ Considering the most efficient approach to health and safety checks 
 

Getting students ready for work experience 
 

Preparation 

• Presentation during tutorial on ‘finding your own experience in the workplace.’ 

• Be ready employability skills programme. 

•  Students can seek advice and support through the Work Experience officer including 

independent careers guidance. 

 
Briefing 

• Through the resources given to each student. 

• Presentation during tutorial on ‘finding your own experience in the workplace.’ 

• By the work placement officer on a case-by-case basis. 
 

 Placement 

• A booklet is issued as a resource base to collect and record information in order to maximise 

time spent in the workplace. 

• Depending on the length of the experience, the learner may be visited on the premises. 



Debriefing 

• Summary and evaluation of experience, including identification of skills and knowledge 

gained during tutorial careers conversation. 

Follow-up 

• If written or verbal reports are received from employers following the placement, the 

information will be shared with the learner 

Evaluation 

• Success of the programme and placements evaluated by students by a questionnaire that 

gauges the initial impact. 

• Success of the programme and placements evaluated by employers by a questionnaire 
 

Levels of risk during experiences in the workplace 

For many young people the workplace will be a new environment and they will be unfamiliar with 
'obvious' risks and the behaviour expected of them. 

Work experience organisers have no responsibility under health and safety law for work experience 

students. The employer is responsible for workplace health and safety. The following information 

explains the steps we will take to ensure our learners are safe when taking part in work experience. 

As the work experience organiser, we will take reasonable steps to satisfy ourselves that any work- 

related risks to a student are managed by the employer. Reasonable checks will be kept in 

proportion to the risks involved. 

It is important to be aware that the steps/action taken is also dependent on the type of experience 

the learner will have. For example, a learners may observe work in a less familiar environment. 

Therefore, the action we take for some learners will be on a case-by-case basis. 

All work experience placements will be subject to the appropriate health and safety checks and all 

employer details must be provided. 

 

 Action/steps 

• Low risk environments 

offices or shops, with everyday risks that will 
mostly be familiar to the young person or 
student 

1. We will request a signed Employer 
Agreement (which includes Health & Safety 
legislation and Safeguarding requirements) 

 
2. We will ask the employer if they have 
employers' liability insurance and whether it 
covers work experience students as employees. 
We will ask them to let us have a copy of the 
insurance certificate and make sure it covers 
the period of the work experience placement. 

 
3. In line with the Health and Safety 

Executive Guidance, we ask employers to 

adhere to the 6 steps to protect young people 

in the workplace. 



• Less familiar risks 

environments with risks less familiar to them 
(for example in light assembly or packing 
facilities 

1. We will communicate with the employer and 
may visit the workplace 

 
2. We will ask the employer if they have 
employers' liability insurance and whether it 
covers work experience students as employees. 
We will ask them to let us have a copy of the 
insurance certificate and make sure it covers 
the period of the work experience placement. 

 
3. In line with the Health and Safety 

Executive Guidance, we ask employers to 

adhere to the 6 steps to protect young people 

in the workplace. 

• High-risk environments 

For work in a higher-risk environment such as 
construction, agriculture and manufacturing 

1. We will communicate with the employer and 
visit the workplace 

 
2. We will ask the employer if they have 
employers' liability insurance and whether it 
covers work experience students as employees. 
We will ask them to let us have a copy of the 
insurance certificate and make sure it covers 
the period of the work experience placement. 

 
3. In line with the Health and Safety 

Executive Guidance, we ask employers to 

adhere to the 6 steps to protect young people 

in the workplace. 

 
 
 
 

Documents used for work experience 

 

Letter used to seek experience in the workplace Learners use this when trying to secure an 
experience 

Student code of conduct Learners use this once work experience is 
secured 

 
Work placement officer uses it to brief student 
prior to experience 

 
Parent consent is included and must be signed 
before work experience begins 

The employer agreement Employers read and sign our expectations for 
when students undertake experience in the 
workplace. 



 Students return a signed copy to the college 

Work experience placement details The document is completed once the 
placement is found and a copy returned to the 
college 

Safeguarding guidance This provides safeguarding information to the 
employer and learner 

Medical consent form Learners complete the form and return it to the 
college. Employers are made aware if they need 
to know 

Work experience Logbook This booklet is given to learners for preparation 
for the work experience, to record information 
and debrief after the experience 

 


