Work Experience Guide
for Academic Staff




Using this guide

Why is work experience
so important?

Planning a placement

www.dti.gov.uk/employment/pay/
national-minimum-wage/Further-
Guidance/page21693.html
www.skillset.org/
tv/article_b541_1.asp.

www.pact.co.uk/training/information/
detail.asp?id=2665




How can we help students to Who will supervise the student?
find placements?

How will we ensure that the
placement is safe?

Making sure that they have access to
a full range of industry publications,
directories and websites. Appendix

1 contains a comprehensive list of
resources and sources to help students
identify and research potential
placement opportunities;

Keeping in touch with past placement
providers and building new contacts
with potential placement providers;
Making sure that students have access
to advice on CVs, application letters
and interview skills.

How can we make sure that a
placement provides a genuine
learning opportunity?

_




How long should a placement be?

Should placements be paid?

Are there issues
around confidentiality?

Are there issues around intellectual
property rights?

What should we expect an
induction cover?

How will we get feedback?

_




Paperwork

= Advising the employer of everyone’s
health and safety responsibilities
and requesting confirmation that the
employer has adequate Employers

Liability and Public Liability Insurance.

Appendix 3 contains a Sample Health
and Safety Letter.

Asking them to complete and return
a simple placement information

form. Appendix 6 contains a Sample
Placement Information Form.

A clear and accurate description of the
placement including which department
or production it will be with and what
activities they will be involved in.

The name of the supervisor or mentor.
Start and end dates.

Start and finish times for the working
day, including arrangements for

meal breaks.

The work location.

Arrangements for payment and
expenses, if applicable.

Confirmation that they have adequate
insurance cover, including Employers’
Liability and Public Liability insurance.
Confirmation that they will safeguard
the student’s health, safety and welfare
at work.

_




Publications

Employers and trade associations

_




_



_



_



Appendix 4:

Sample placement details form
This form must be completed and
returned to the university before the
placement begins.
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Guide for Employers

Section A:Student details

Section B: Company details
Company name:

Section C: Placement details
Placement job title:

Payment arrangements: (please tick)

Paid L]

Unpaid ]
L]

Expenses only
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Appendix 5:

Sample induction checklist

This checklist is reproduced from the
Guidelines for Television Employers
Offering Work Experience Placements to
Individuals, co-ordinated by Skillset and
published by the Department for Trade
and Industry (DTI) and Her Majesty’s
Revenue and Customs.

Individual’'s name:

Agreement signed and returned:

Yes L]
No (]
Temporary ID pass obtained:

Yes L]
No (]

Informed of who to call in case
of sickness:

Yes ]
No ]

Given details of hours of work and
meal breaks:

Yes L]
No (]
Given outline of placement programme:

Yes ]
No ]

Introduced to supervisor/mentor/point
of contact:

Yes ]
No ]
Fire and evacuation procedure explained:

Yes L]
No (]
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Other emergency procedures and health

and safety information detailed:
Yes
No

[l
]

Informed of prohibited areas/activities:

Yes
No

First Aid facilities explained:
Yes
No

0
0

0
0

Any significant risks associated with work

placement explained:
Yes
No

[
0

Given instruction in safe use of any
equipment including IT equipment,
adjusting workstation and taking

adequate screen breaks:
Yes
No

Any further information:

I have been informed of the above/given

the appropriate training.

Signature:
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Appendix 6:

Sample feedback form

This form is reproduced from the
Guidelines for Television Employers
Offering Work Experience Placements to
Individuals, co-ordinated by Skillset and
published by the Department for Trade
and Industry (DTI) and Her Majesty’s
Revenue and Customs.

Individual’'s name:

Section A: To be completed by
the individual

Were the tasks you undertook or
shadowed during the placement those
indicated in the original placement
description? If not, what tasks were
you given the opportunity to carry out
and/or observe?

Did the placement enable you to achieve
your specific objectives?

Which aspects of the placement did you
find most useful?

What, if anything, would you change
about the placement?
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Do you have any other comments or
suggestions?

Section B: To be completed by the
supervisor/mentor

General evaluation
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