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1. Introduction 

1.1 Work experience creates a valuable link between employers and learners at Fairfield College. Exposure to the world of work is a significant step in preparing our learners for adult and working life by developing their personal and social skills as well as key employability skills. 
1.2 This document details the Health & Safety and other responsibilities for Fairfield College and external organisations who are involved in work experience placements. 
1.3 The Careers & Enterprise Company (CEC) advise that modern work experience will help young people to make informed choices and improve career readiness and employability by offering multiple, variable and targeted experiences throughout their education journey.
2. Statutory Basis for Guidance 
2.1 The Government’s work experience ambition is an equitable approach that will facilitate a variety of experiences for learners starting early, connecting education and young people with industry and unlocking the skills and opportunities of the future workforce. 
2.2 The Department for Education (DfE) defines work experience as: “a placement on an employer’s premises in which a learner carries out a particular task or duty, or range of tasks and duties, more or less as would an employee, but with the emphasis on the learning aspects of the experience.” 
2.3 The Special Educational Needs (SEN) and Disability Code of Practice: 0 - 25 years Jan 2015 identifies - Colleges and schools should raise the career aspirations of their SEN learners and broaden their employment horizons. They should use a wide range of imaginative approaches, such as taster opportunities, work experience, mentoring, exploring entrepreneurial options, role models and inspiring speakers. 
2.4 Work experience placements must be meaningful, relevant and enable learners to progress and achieve towards their aspirations and the long-term outcomes in their Education Health and Care Plan (EHCP). Work Experience placements will be specifically selected to support the different needs and aspirations of each learner. All learners at Fairfield College have access to careers advice and guidance where appropriate for each learner. 
2.5 Fairfield College believe that all learners, regardless of their educational needs, can make positive and meaningful contributions to society, whether this is through paid work, voluntary work, part or full time or through joint community enterprise activities which benefit the local community. All Work Experience placements must reflect this standpoint by providing opportunities for all learners to be productive in a way which is appropriate to their abilities. 
2.6 The Working Time Regulations 1998 apply to learners at work experience placements, for example they should not work for more than five days in any consecutive seven-day period. The number of hours worked, and pattern of duties is agreed through discussion between the placement provider, Fairfield College staff and the learner involved. Parent/carers input will also be sought and considered prior to, or during, the commencement of the work placement.
3. Introduction to work experience 
3.1 Work placements for Fairfield College learners are sourced, managed and developed by the Fairfield College Job Coach team and overseen by the Employment Manager. Placements sourced will be meaningful and meet learner aspirations. Work placements will vary in duration, hours worked, type of job, level of support need and location of placement. Work placements must meet learner long term outcomes and the needs of the learner’s study programme.
3.2 Work placements can be external or internal at Fairfield College. Internal work experience is called work-based learning at Fairfield College and is for learners primarily on the skills for life pathway. We offer students work based learning opportunities at The Weavers pub, Fairfield Animal Centre & café, in the market garden, dog day care, reception, canteen and bakery. Work based learning areas are led by designated Work Based Learning Leads and serve a real business purpose. External work placements are arranged with employers and organisations within the local community. 
3.3 External work placements are organised and allocated firstly to those learners on the skills for work pathway at Fairfield College. Learners that are studying on the skills for life pathway are gently introduced to work-based learning as a first step into the world of work. Some learners on the skills for life pathway may access some supported work placements offsite. 
3.4 Work placements are set up by Fairfield Job Coaches for learners who can eventually attend a placement independently. In independent placements the Job Coach will eventually remotely support the placement but remain contactable always should their support be required. Fairfield College does offer some shorter supported work placements to learners who are accompanied by Job Coaches who stay on site to facilitate the placement. 
3.5 Work placements take place during college term time. Any extended placements (evening, weekend or summer work etc.) attended or arranged by learners outside of normal College hours becomes a separate, independent contract between the learner, their Parents/carers and the employer. The job coach team will endeavour to provide support outside term time hours if they can, but this is not guaranteed.
4. Modern and meaningful Work Experience
4.1 Modern and meaningful work experience should be underpinned by learning 
outcomes, to ensure a progressive high-quality approach. It should include experiences that are employer-led in their design and enable meaningful relationships between the employer and young person. Work experience should start early in secondary school, allowing access to multiple, different industries and occupations.

4.2 In June 2025 the Careers & Enterprise Company released the equalex framework which they are keen to see adopted for work experience across the country. The equalex framework, defines learning outcomes and objectives and allows educators to embed meaningful workplace experiences within a progressive whole school careers programme.
This approach, designed by The Careers & Enterprise Company, aligns with the recent updates to Gatsby Benchmark 6 (Experiences of the Workplace) to ensure experiences have a clear purpose, there are opportunities to meet a variety of people, perform work-relevant tasks, receive feedback on them, with time for preparation and reflection.
equalex is an equitable, high-quality approach to work experience - helping young people gain the skills, knowledge, and behaviours they need to make informed decisions to take their best next step.
4.3 equalex learning outcomes and learner objectives are listed in the below table. Fairfield Job Coaches will agree with learners and work placement providers which outcomes learners are working towards whilst on work placement:
	Learning Outcomes: in conjunction with the Careers & Enterprise (CEC) Equalex framework 
	Learner Objective

	Increased Opportunity Awareness
	Students learn about different types of jobs, workplaces, and employment types. Learners can identify links between the curriculum and essential skills needed for the workplace.

	Improve Self Awareness
	Students explore their interests, skills, and ideal work environments.

	Inspire Students
	Students feel motivated and challenge stereotypes. Learners can identity any early career aspirations. 

	Career Readiness
	Students develop essential workplace skills and apply them in meaningful ways

	Exploration of Roles & Responsibilities
	Students learn what people do in different job roles and how to get into those jobs.

	Apply knowledge and receive feedback
	Students show what they’ve learned and get supportive feedback. Learners can demonstrate what they have learned. 

	Compare experiences and challenge assumptions
	Students understand what they liked and reflect on changing their own ideas.





5. Responsibilities 
5.1 Fairfield College Employment Manager has overall responsibility to ensure the health, safety and welfare of learners on work experience and staff who are involved in the sourcing, planning and preparation of the placement. 
The Employment Manager will ensure that: 
Fairfield College Job Coaches are well trained, competent and have direct supervision of the work placement. 
Fairfield College Job Coaches have visited and assessed the work placement and are confident that the placement is a safe placement for the learner to be on and that the learner will be adequately supervised. 
Fairfield College Job Coaches will know who the key contact at the work placement will be and understand the key tasks that that student will undertake whilst on the work placement. 
Fairfield College Job Coaches will complete a world of work agreement with both the learner and work placement provider prior to the work placement starting. 
Fairfield College Job Coaches will carry out a risk assessment and check for public liability insurance prior to the start of any work placement. 
Fairfield College Job Coaches will support the learner/placement provider with any induction training required. 
Fairfield College Job Coaches will provide the work placement provider with any additional information about each individual learner that may be required. 
Fairfield College Job Coaches will regularly communicate between the work placement provider, college staff and parents/carers providing regular updates. 
Fairfield College Job Coaches will regularly monitor the work placement, record against any student targets and collect EFL (Evidence for learning).
Fairfield College Job Coaches will ensure that the work placement provider knows how to report any safeguarding concerns to Fairfield College. 
All work placement information will be stored on Schoolpod and reviewed regularly. 
6. Risk Assessment 
6.1 The Management of Health & Safety at Work Regulations 1999 states that employers must assess the risks to their young workers, including learners on work experience before they start work. 
6.2 Risk assessments will be undertaken for each work placement. Work placement providers should be informed in advance by the College about any individual learners who may be at greater risk, for example because of any specific medical needs/behavioural needs or learning difficulties. The responsibility of a risk assessment lies with the employer. 
6.3 The risk assessment must consider the following factors: 
· Inexperience and immaturity. 
· Lack of awareness of existing or potential risks. 
· The fitting and layout of the workplace and or workstation. 
· The nature, degree and duration of any exposure to physical, biological and chemical agents. 
· The form, range and use of work equipment and the way in which it is handled. 
· The organisation of processes and activities. 
· The extent of the supervision to be provided to the learner. 
· The extent of the Health & Safety training provided, or to be provided, to the learner concerned. 
· Any issues relating to learners medical, behavioural, physical and / or learning needs.
6.4 The extent of the risk will determine whether to restrict the work or the activities of the work experience learner. If the Fairfield Job Coaches or work placement provider concludes, that because of a risk assessment, there is a significant risk to the learner undertaking this activity, the learner must be prohibited from doing it. 
6.5 The work placement provider must ensure that the control measures identified on the risk assessment are implemented. The person responsible for mentoring the learner must be provided with a copy of the risk assessment. 
6.6 In order to fulfil the legal requirements relating to risk assessment Fairfield College Job Coaches must gain consent from the student and parents/carers that they agree for the learner to take part in the work placement. 
7. Suitability of the Placement 
7.1 Colleges or any other organisation arranging work experience placements for young people must be satisfied that the placement providers: 
· Have suitable systems in place to ensure the health, safety and welfare, so far as is reasonably practicable, of the learner while under their control. 
· Are competent to manage Health & Safety in relation to the placement. 
· Will use competent people to supervise work experience. 
8. Supporting Learners during the Work Experience Placement 
8.1 Learners should understand the necessity for Health & Safety controls in the workplace. General principles could be introduced as part of the pre-briefing by Fairfield College and or at a pre-placement visit by the learner. 
8.2 All placements will initially be supported by a Fairfield College Job Coach who will accompany the learners during their work placement.
8.3 Fairfield College Job Coaches will use TSI (training in systematic instruction) to support learners to perform their tasks to the best of their abilities, encourage independence where appropriate and help guide the employer in how best to work with the young person. 
8.4 The aim of any support is to empower the learners to achieve their full potential within a workplace environment. 
8.5 For independent learners once settled in the placement, comfortable with the staff, environment, routines and tasks asked of them, then Job Coaches can begin to withdraw their direct support. 
8.6 Fairfield College Job Coaches may remain on site but in a different area to allow the learner to work independently but be close at hand should their support be required, or (when all parties are confident and in agreement) the Job Coach may leave the learners and move completely off site. 
8.7 Any independent learners will have a mentor/designated member of staff from the work placement provider who will supervise and provide support and guidance as necessary. 
8.8 Fairfield College Job Coaches will complete regular checks on all learners in independent placements and will always be contactable by phone. Employers will also be provided with details of any emergency procedures. 
8.9 Fairfield College Job Coaches will remain with all learners on supported work placements unless employer, parent/carer and job coach agree that support can be phased out. This may mean that the Job coach remains on site but not directly with the learner. We would always encourage support to be phased out if safe to do so to enable the learner to develop and grow in confidence and skillset. 
9. Feedback 
9.1 Successful management of work experience programmes depends on feedback; therefore, Job Coaches and Learners should be encouraged to provide regular feedback on the quality of the work placement. Fairfield College Job Coaches regularly provide feedback in weekly team meetings and directly to the Employment Manager. 
9.2 Any concerns regarding Health & Safety issues must be actioned immediately and guidance requested from the Employment Manager. The employer must be contacted or visited to investigate further and rectify/report any issues. 
9.3 Work placement Providers will be asked regularly to provide feedback on the performance of learners. At the end of a work placement Fairfield College Job Coaches will review the placement with the learner and the work placement provider. 
9.4 An evaluation of the work placement will be recorded on Schoolpod.
10. Safeguarding 
10.1 When sourcing work experience placements safeguarding must always be considered. Fairfield College students are young people and vulnerable adults and therefore must be protected against all forms of abuse, including sexual, physical, emotional abuse and neglect. 
10.2 Work placement providers for a learner will be expected to take responsibility for their social welfare as well as their physical welfare whilst at the work placement. 
10.3 Work placement providers should do all they can to ensure their employee’s relationships with the learner on work placement are appropriate to their age and gender, and do not give rise to comment and speculation. Attitude, behaviour and language all require care and thought. 
10.4 All parties involved in setting up and monitoring of work placements should be familiar with Fairfield College’s Safeguarding Procedures and refer any concerns to the Designated Safeguarding Lead (DSL) if required. Vice Principal Siobhan Perry is the DSL at Fairfield College (01373 823028 or email siobhan.perry@ffc.ac.uk). 
11. Insurance 
11.1 The Association of British Insurers, the British Insurance and Investment Brokers Association Lloyds of London have agreed that learners on work experience placements which conform to the Education (Work Experience) Act 1973 should be treated as staff for the purpose of insurance against personal injury, provided that the insurer has been notified. Therefore, all placement providers must have Employers’ Liability and Public Liability Insurance. 
11.2 Although employers who are close relatives of the learner (mother, father, siblings, uncle, aunt, grandparents) are considered exempt from this, no placements will take place with ANY employer who does not have employer’s liability insurance. 
12. Reporting of Accidents during Work Experience 
12.1 Work placement providers have a responsibility to report all accidents to learners under RIDDOR (reporting of injuries diseases and dangerous occurrences regulations 2013). 
12.2 Work placement providers must notify Fairfield College immediately of any incident/accident involving a learner via the Fairfield Job Coach team or by calling reception on 01373 823028. Fairfield College will then notify the parent/carers of the learner. 
12.3 Fairfield College Job Coaches will follow up the incident/accident to ensure the placement remains a safe environment for the learner and check the risk assessment to make any necessary amendments.
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