The Rosewood School
Work Experience Policy September 2025
1. Purpose and Vision
The purpose of this policy is to ensure that all students have access to high-quality, meaningful work experience opportunities that:

	Develop social skills, resilience, and personal confidence 
	Support informed decision-making about future careers, education, and training pathways

	Give an understanding of employability skills and working in a team
	Build aspirations and challenge stereotypes

	Broaden students’ understanding of the world of work
	Strengthen partnerships between the school, local employers, parents, and the wider community



This policy is part of the school’s overall careers education, information, advice and guidance (CEIAG) programme, which is structured around the Gatsby Benchmarks and the DfE’s statutory careers guidance requirements.

It should be noted that pupils at TRS in Key Stage 3 and Year 10 of Key Stage 4 generally remain at the school for a period of 12 weeks only.  Because of this, the terms of this policy can only relate to the pupils on roll at the time the work experience activities take place.  TRS Staplehurst is part of the Kent and Medway Adolescent Hospital and a pupil’s time within the school is governed by their admission period in the hospital.
2. Links to the Gatsby Benchmarks
Work experience contributes directly to Benchmark 6: Experiences of Workplaces, but is interlinked with other benchmarks:

	Benchmark 1
Stable careers programme
	Work experience is a core element of our careers programme and is published online for transparency.

	Benchmark 2
Labour Market Information
	Students use up-to-date LMI when selecting placements to understand sector trends and job availability.

	Benchmark 3
Addressing the needs of each pupil
	Placements are tailored to student interests, abilities, and career aspirations.

	Benchmark 4
Linking curriculum to careers
	Teachers reference workplace learning in lessons and prepare students for sector-specific placements.

	Benchmark 5
Encounters with employers
	Work placements are reinforced by employer visits, talks, and mentoring.

	Benchmark 7
Encounters with further and higher education
	Placements link with apprenticeships, FE/HE providers, and technical education opportunities.

	Benchmark 8
Personal guidance
	Every student has at least one personal careers guidance session before and after work experience to reflect on learning.


3. Definitions

TRS offers work experience across the full range of opportunities as follows:
	Work Experience Placement
	A block of time (5 days) in which students are placed with an employer to carry out tasks or shadow staff.  This can be for 5 consecutive days or one day per week over five weeks.

	Workplace Encounter
	Shorter experiences such as workplace visits, job shadowing days, or virtual placements.

	Meaningful Experience
	According to Gatsby, a placement or encounter is meaningful if it is planned with learning outcomes, involves direct interaction with employees, includes relevant tasks or observations, and allows time for reflection and feedback.


4. Timing and Entitlement

TRS will provide a full programme of opportunities which pupils will engage in during their time at the school:

	Key Stage 3 (Years 7–9)
	TRS will offer at both schools a workplace encounter every term.
All Pupils in Years 9 will also complete a placement in a working Café and work towards their Barista Certificate.  This will be either Bulunga Café in Leybourne or Maya’s in Herne Bay.  

	Key Stage 4 (Years 10–11)
	[bookmark: _GoBack]TRS will offer each pupil one formal work experience placement during Year 10.  Placements take place three times a year in Terms 2, 3 and 6 so that all pupils have an opportunity to take part.  Parents and pupils will be informed of the dates on the school website, during the pre-admission meeting on joining and via emails home when the placements are arranged.
Should space be available on the Key Stage 3 encounters this will be offered to Year 10 pupils.
All Pupils in Years 10 will also complete a placement in a working Café and work towards their Barista Certificate.  This will be either Bulunga Café in Leybourne or Maya’s in Herne Bay. 

	Staplehurst School
Key Stages 4 (Years 10-11) & Key Stage 5 (Years 12-13)
	TRS organises throughout the academic year a full programme of in school speakers and activities across a range of employers, charities, professional bodies and higher education providers.   


 5. Roles and Responsibilities

	Governing Body
	Ensures compliance, reviews annually, monitors effectiveness.

	Senior Leadership Team
	Provides support and resources.

	Careers Leader
	Designs, delivers, and assures the programme.

	Work Experience Coordinator
	Sources encounters and placement. Manages administration and compliance.

	Teachers
	Support students with preparation and reflection.

	Employers
	Provide meaningful and safe placements.

	Students
	Take responsibility for preparation and conduct.

	Parents/Carers
	Support students in securing and attending placements.


6. School Responsibilities

TRS uses the online Unifrog work experience placement tool to manage and evidence all placements. Pupils, parents and employers will be invited to use the tool to provide information and documents to enable placements to be approved in accordance with the statutory vetting requirements of the Education and Skills Act 2008 and Health and Safety law.  

The school sets out its responsibilities as follows:

	Section
	Responsibilities

	1. Employer & Placement Checks
	Confirm the employer provides a safe and suitable environment for students.
Ensure Employer Liability Insurance is valid and adequate.
Request risk assessments for all tasks the student will perform.
Check the employer has safeguarding policies in place.
Confirm DBS checks (or equivalent) if students work with children or vulnerable adults.
Ensure the employer is aware of the student’s age, abilities, and any SEND needs.

	2. Student Preparation
	Provide a pre-placement induction covering health & safety basics, emergency procedures, and appropriate behaviour/dress code.
Explain expectations and responsibilities of the placement.
Provide career guidance linking the placement to future options.
Address individual support needs (e.g., transport, adaptations).

	3. Supervision & Monitoring
	Allocate a school contact for the student during the placement.
Confirm the employer will provide adequate supervision at all times.
Maintain regular communication with the employer to monitor progress.
Have procedures in place for reporting and responding to incidents.

	4. Post-Placement Review
	Collect student reflection logs or reports on learning and experience.
Obtain employer feedback on student performance and engagement.
Review the placement for effectiveness and safety to inform future placements.
Update records for statutory and quality assurance purposes (e.g., Gatsby Benchmark 6).

	5. Inclusion & Equity
	Ensure all students have access, including SEND or disadvantaged students.
Provide alternative arrangements (e.g., virtual placements) if needed.
Address barriers to participation such as transport or costs.

	6. Documentation & Compliance
	Keep records of placements, risk assessments, and communications.
Ensure the work experience programme is aligned with the careers programme and Gatsby Benchmarks.
Publish information for parents, governors, and students about the programme on the school website



7. Monitoring, Evaluation, and Quality Assurance

TRS will track participation and completion by pupil year and demographics and, review collected pupil and employer feedback to ensure the quality and effectiveness of the work experience programme.  Data will be recorded on the school Compass+ system as used by the Careers and Enterprise Company/Ofsted to evaluate the school careers programme, including work experience, against the Gatsby Benchmarks.

An annual report will be shared with governors.
8. Communication and Promotion

The Work Experience Policy will be published on the TRS school website under Personal Development and within the Careers Section. 

Parents will be kept informed of encounters and placements using the normal school contact method of email and letters.
9. Policy Review

TRS will review the Work Experience Policy annually with Management Committee approval.  It will be updated to take account of feedback and any statutory changes.

Date of Next Review: September 2026


