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INTROBYCTION

Since 1992 Leicestershire Education
Business Company (LEBC) has been
creating successful links between
business and education so that young
people can learn more about the
world of work.

We offer a range of services aimed at
giving young people a focus on work
and employability skills. We do this
through work experience, STEM
events, Nuffield Research Programme,
school events and other work related
learning activities as well as NCS.
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WORK BXPERIZNCGE

Work Experience is such an important part of a
student’s life and is often remembered for a long time,
meaning it is an invaluable process. The benefits of
work experience include:

First-hand experience of employment - an understanding
of the routines and disciplines of professional practice

Raised awareness of how their curriculum subjects, skills,
interests and attitudes relate to the world of work

A reference as evidence which will help in the future, as
well as possible apprenticeship or part time work
opportunities
Of the previous students surveyed have we found that:

84% of students gained confidence
82% improved their communication skills

82% stated that their team working skills were stronger
after work experience

92% felt more positive about the world of work

86% said that they were motivated to work harder in
school

75% were clearer about what they wanted to do in
their future education / career



andemic began we have found that
ve become a lot more difficult to
2 placements in, which is why to

e highly recommend students

with a company of their choice.




This guide should help you to understand LEBC's role
in the work experience process and answer any
guestions that you may have. Any further queries
should be directed to the work experience co-ordinator
within school/college.

CROOSING TRIE RIS
PLAGEMENY

Students will be %lven an application form or login
details. These wil OIprobably be completed in school
time using our Student Directory during a lesson but
they will have to brln%thls home or show you to be
signed and approved by you. Please ensure that you
read the application form fully and that you are happy

with the choices and travel areas.

The more travel areas a student puts on their form the
more chance they have of getting a placement within
their first or second choice. Please also make sure that
any medical conditions, special educational needs or
any other known factors are included on the form. This
will enable LEBC to find the maost suitable placement to
meet the needs of the student.

DEADLINES

LEBC have strict deadlines for the return of application

forms. We work with many different schools meanin

competition for placements is high. To ensure that all

students have a fair and equal chance to access all of

our placements we ask for all applications to be in for
the same date.



SELF=PLAGCEMENTS

Some sectors are self-placement only including dance,
media, theatre, uniformed services and NHS.

Information is available in the Student Directory about
availability of placements and sectors where self-
placements are advised. Please ask your work
experience co-ordinator in school for a copy.

Self-Placement forms (as seen below) must be in as
close to the application form deadline as possible. As
soon as we get the application forms in we will start
looking tor a placement.

If you are sure that a self-placement will come through
but you are unable to get it completed for the deadline
then please make a note of this on the application
form.

Insurance — When students are on work experience they are classed as employees and we ask that you confirm
below that you have these insurances othenwise the placement cannot go ahead. The Employer Assessor will need
to see the cerificates when they visit.

Do you have Employers Liability Insurance? YES MO Public Liakility Insurance? YES MO
O O O O

ALL DETAILS ARE TO BE COMPLETED
StudenmtMame ... i een oo SchooliCollege:
Placement Dates. e e

oM aNY M L i e e e e

L L D DU PP UPOT P

e Post Code
Telephone MUMDEr ... e EMEID
Company Contact ... ... e, POSEOMLL
Work Experience Role (e.g. Office Assistant ). .. e e e e
CONTACT SIGNATURE ...ccvvaivinnariansvasmsasesans PRINT NAME ......ccoconmnnrnnnsnsnnnarnnnnss. DATE ciiiiiiiiiianinn v

By signing this form | consent to LEBC holding my personal detsils for the purposes of amranging this placement. | understand that | can
ask for my data to be permanently removed from the records following rmy placement and that to meke this request | hawve to send an
email to contactusi@leics-ebo.ong.uk

TEACHER SIGNATURE ... ivsasissnmsssnanssannn PRINT HAME .....coosvimnvmnmnnnssanssannnns DATE wovevnrmsnssassnannnas

Privacy Statement — Ve like to keep in touch with you about the service in which you are participating and other services we offer to
young people. We will never sell your data and we promise to keep your details safe and secure. ouw can change your mind at any
time by emailing contaciusi@leics-ebe.org uk For further detsils on how your data is used and stored, please visit www leics-
ebc.org.ukiprivecypolicy




TFRE MATCRING RPROCGESS

LEBC have an experienced team of co-ordinators working
with a database of employers to place students on work
experience. We take into account student’s choices, travel
areas and any known factors about the student to ensure the
placement is the ‘best fit'.

This part of the process starts as soon as the application
forms are received. Sometimes employers may ask for more
information about the student in the form of a CV or a
covering letter. If this is the case we will liaise with the work
experience co-ordinator in school to get this information to
the employer.

REALTR & SARSTY

Every employer that takes a'student on work experience
(including self-placements) is visited by one of our Employer
Assessors for a health, safety and welfare check. They will
also put together, with the employer, a job description and
risk assessment for the placement. The level of risk of the
placement is determined at the visit and a revisit schedule

ut into place accordingly. If a placement is deemed to be
high risk they will be visited every year, lower risk placements
are visited less often with the lowest risk placements visited
every three years.

As part of the visit our Assessor needs to see certain policies
are in place and also obtain a copy of the' Employers Liability
Insurance Certificate (ELI). This is to ensure that students are
covered by insurance while they are out on placement. If we
do not receive the ELI or the visiting Assessor is not satisfied
with the conditions of the placement we will'not be able to
approve the placement.



PARERWORK

LEBC sends the work experience paperwork to the school co-
ordinator once the majority of students have a confirmed
placement. On occasions this can be delayed, for example if
our Assessor has been unable to complete the health and
safety visit, or there is some outstanding actions for the
emplo?/]er to complete. Do not panic if paperwork doesn't
comet rou%h at the first deadline date. We will be liaising
closely with the school work experience co-ordinator, please
speak to them for any updates.

Students will get two documents. The first one is theirs to
keep and it is called the “Work Experience Placement
Description”. This document gives all of the information that
you will need to know about the work experience placement
Including the address, contact name and telephone number.
It also gives a description of the job, any requirements e.g.
good communication skills, what they should wear, what
hours they will be working and the breaks that they will get.
The risk assessment for the placement is also on the
document. Please take the time to read through and
familiarise yourself with this.

The second document is the “Work Experience Agreement”.
This is the contract for the placement and needs signing by
employer, student and a parent/carer. This needs returning
to school fully completed before the placement start date. It
has all of the information that is on the Work Experience
Placement Description.



AVANLABLE PLAGEMENTS

On some occasions LEBC may be unable to match a student
to their first or second choice of work experience placement.
Usually this would be because there was such a high demand
for the sector that there simply were not enough employers
in the local areas to take all of the students. At this point
students will be offered a “Spare Placement”.

Spare placements are good quality placements with
supportive employers who are able to accommodate
students for the dates set by the school / college. It may be
that these are in different sectors to a student’s first / second
choice but are within their travel areas or it could be
something that matches their choices but falls outside of
their travel areas.

Some of the most successful placements and outcomes come
from spare placements. Students can still gain skills and work
experience through a spare placement and may also find a
different career path to follow or part time work whilst
studying. Please support your young person to choose a
“spare” if they need to.




INAERVIEVVS

All students must make contact with their employer as
soon as possible once they have received their
paperwork, to arrange their pre-placement interview.
This also includes students that have a self-placement.
Most employers like to meet the students face to face
before they officially confirm the placement and all
placements are provisional subject to a successful
interview.

Each interview is very different, this is completely down
to the emplolyer SO can vary from student to student.
Usually it will be an informal chat to ensure that the
student is suitable for a placement with them, that they
are keen and to settle any nerves and confirm details
for the first day. Please support your young person to
make the phone call but do not do it for them. Students
should be making the initial contact and attending the
iInterview by themselves. At interview the employer will
make the risk assessment specific to the student and
sign the agreement, Whiﬁh nleeds to be returned to
school.




The majority of work experience placements run
smoothly. If there are any issues regarding the
placement including queries over start / finishing
times or problems within the placement then please
contact the work experience co-ordinator within
school. Any accidents / incidents must be reported as
soon as possible to LEBC via your school work
experience co-ordinator. During the placement a
member of staff from the school may either call to
monitor the placement or visit the student on
placement.

At the end of the \olacement the employer should
complete an “Employer Report” reviewing students
timekeeping, teamwork, appropriate behaviour etc. It
also has a box for general' comments. Some employers
also comflete an official reference for students if they
eel that have done particularly well.

Following the placement students may be debriefed in

school and ideally will complete the online evaluation

as a chance to reflect on the placement and give their
valuable feedback.

QYERIES

We hope that this guide has answered any questions
that you may have about the work experience process.
We recommend that any outstanding queries be
directed to the Work Experience Co-ordinator in
school who will be able to speak to a designated point
of contact here at LEBC should this be'needed.



WEEBSHFES Wtk
CAREER INFORMATION
OPPORTYUNITIES

www.leics-ebc.org.uk
www.startprofile.com
www.apprenticeships.gov.uk
www.notgoingtouni.co.uk
www.gothinkbig.co.uk

www.nationalcareersservice.direct.gov.uk
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