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	WORK EXPERIENCE PLACEMENT APPLICATION FORM


 STUDENT NAME:
	Title


	First Name
	Surname
	Tutor Group 


Work Experience Placement – Data Agreement

In order to provide and process a work experience placement Leicester/shire Work Experience Alliance requires some specific information.

Some of this information we are required to pass on to the placement provider so that they can provide a suitable experience and do everything reasonable to protect the Health, Welfare and Safety of students.  

	Data processed


	Use of the data

by Leicester/shire Work Experience Alliance and Placement Provider
	Reason for 
collecting data

	Name & Age of student 
	The student’s age may affect the placements available or the activity they can do
	Legal and Health & Safety issues

	Address
	Leicester/shire Work Experience Alliance uses this information to locate a placement within travelling distance.  We do not give it to the employer.
	Organisational and Welfare issues

	Home 
telephone
	The placement provider may need to contact you


	Welfare issues

	Medical information
	The placement provider will need to decide if the placement will be suitable or if there is some activity the student should not be involved with because of any medical condition
	Health & Safety issues

	Special Educational 
Needs
	The placement provider will need to provide a suitable Induction including Health & Safety information e.g. what to do in case of fire, and suitable tasks for each student matching their individual capabilities
	Health & Safety issues

	Emotional and maturity issues

High supervision
	The placement provider will need to provide suitable levels of supervision and support for each student on placement to ensure that they do not put themselves or others in any danger
	Health & Safety issues

	Gender
	Leicester/shire Work Experience Alliance uses this information to find a suitable placement.  We give the placement provider the information so that they can plan for the placement and make suitable supervision arrangements
	Organisational and Welfare issues

	English as a second language
	The placement provider will need to provide support for each student on placement to make sure they have help and support
	Health & Safety issues


We ask for the information on the following pages of this form to be completed.  We will hold it in paper files for one year and in the computer until there is no possibility of a request for a further placement.  
To enable us to process this placement please could you read the form and sign on the back page agreeing to the data requested being used for the purposes listed above.  We will take all due care with personal information when sharing it with appropriate institutions.
If there is any other information you think would be relevant for us to know please could you provide it below: (e.g. any involvement with the Youth Offending Team or Criminal Record)
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Leicester / shire Work Experience Alliance
	Placement Dates
	Period
	From
	To


	Tutor Group 


STUDENT DETAILS

	Title
	First Name
	Surname
	Date of Birth
	Day
	Month
	Year


Home Address………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Postcode…………………………………………………………………………………………Tel Number………………………….………………………………………………………………………………………..

SCHOOL / COLLEGE…………………………………………………………………………………………………………………………………………………………………………………………………………………
	SELF PLACEMENT (you must also complete the below choices section).

If there is a company that has agreed to offer you a work placement please complete a Self Placement Form and make sure it is signed by the employer!
I have a Self Placement at:
Please note you can only find a Self Placement in Leicestershire and the following areas:

Derbyshire, Nottinghamshire, Staffordshire, Lincolnshire, Northamptonshire, Rugby, Atherstone, Nuneaton and Bedworth. 


If you choose teaching assistant as one of your choices can you tell us which primary school you attended?
	WORK EXPERIENCE CHOICES – Please use Student Directory in school

For one of the following choices students are required to have a self placement: RAF Cottesmore, Police, Media, Dance and Theatre

First Choice:                                          
Reason:              
          


	Second Choice – Please indicate your second choice from the list below:

	Retail
	Clerical 
	Garage

	Gardening
	Warehouse
	Hairdressing

	Childcare
	Teaching Assistant
	Care Home

	Catering
	Joinery
	Electronic / Electrical 

	Reason:                                                        




HEALTH: Please indicate below any illnesses or other factors that placement providers should be aware of e.g. colour blindness, eczema, asthma. hearing impairment, epilepsy etc. 
	Office Use only:




Leicester / shire Work Experience Alliance
Travel: 

How do you intend to travel to your Work Experience Placement? (Please identify from the list below)

Bus

Walk

Lift with parent

Cycle
Would you be prepared to travel on 2 buses to get to your placement?
Yes
/
No

Please tick the areas you can travel to, ensure that you can get to the areas you have ticked:
	Leicester City Centre
	
	
	Fosse Park
	
	
	Melton Road
	
	
	Coalville
	

	
	
	
	
	
	
	
	
	
	
	

	Beaumont Leys
	
	
	Hamilton
	
	
	Saffron Lane
	
	
	Melton Mowbray
	

	
	
	
	
	
	
	
	
	
	
	

	Belgrave
	
	
	Highfields
	
	
	Stoneygate
	
	
	Market Harborough
	

	
	
	
	
	
	
	
	
	
	
	

	Braunstone
	
	
	Meridian Business Park
	
	
	Thurnby Lodge
	
	
	Hinckley 
	

	
	
	
	
	
	
	
	
	
	
	

	Evington 
	
	
	New Parks
	
	
	Wigston
	
	
	Earl Shilton
	

	
	
	
	
	
	
	
	
	
	
	

	Eyres Monsell
	
	
	Oadby
	
	
	Loughborough
	
	
	Groby
	


Please tell us the areas of Leicester/Leicestershire that you can travel to which are not listed above:
	


What qualities and skills do you think you can bring to the placement?

List below any learning and/or personal targets you have for your work experience placement.
Your placement might provide an opportunity to do research or gain experiences relevant one of your courses. What is the course?

Describe what you need to do.

Leicester / shire Work Experience Alliance
 TUTOR COMMENTS - Please comment and circle as appropriate: 
(Tutors comment should be completed before the form goes to parents for signature)
 Have you discussed with the Designated Senior Person, the vulnerability of this student in relation to his/her work experience placement?  






YES/NO

If yes you will need to complete a CRB Check Record which is in school.

Will the work experience be used to achieve learning targets related to a course of work?
YES
NO

e.g Vocational GCSE, NVA, Work Related Learning – Please give details and subject. 

Any special skills or aptitude   Communication     Teamwork     Self management     IT

Does the student speak a second language? (give details)
General appearance

Smart     Casual     Tidy     Untidy





Attitude 
Confident     Motivated     Polite     Shy     Reserved     Mature     Silly     Hardworking     Immature
General comments on choice

Good     Realistic     Unrealistic     Poor (please suggest an alternative)
If this student has chosen a shortage area e.g. law, should they be given priority? 

YES
NO
Supervision level required:




High

Average

Low 
Please circle anticipated supervision level for Health & safety

(more supervision)


(less supervision)
and general support (not just behaviour)

If HIGH please give reasons
Ability Level






High

Average
Below Average
The student has: 

· limited reading ability           



YES   

NO

· limits with understanding and speaking English

YES

NO

· a Special Needs Statement




YES

NO

Teacher / Tutor Name …………………………………….…..………Signature ………………………………………………..Date ……………………

Parents/Carer – Guidelines 

· Please note work experience is meant to be an experience of work and not training for a job or career.
· Work Experience Placement choices – These should be discussed with the student and agreed by you. You will receive details of the placement and will be asked to sign an agreement to it.
· Hours of placement – These are shown on the Placement Description. Saturdays and evening work should be discussed at the pre-placement meeting and will be optional but some placements might reasonably expect students to work these times. 
· The placement provider will have assessed the Health & Safety risks for a student on the Work Experience placement. You will be given information about these risks. It often means they may be restricted in what they can do while on placement because they lack the necessary training or experience. 
· Please can you check that the health information on Page 3 is sufficient to inform the placement provider of any health issues relevant to the Work Experience Placement. 
PARENT/CARER I agree to the use of this data as described on page 1 and to my son/daughter’s choices of placement. 

Name …………………………………………….
Signature ………………………………………………...
Date …………………………………..

STUDENT I have completed this form and made choices for my work experience so that I can achieve my learning targets.  I agree to the use of data as described on page 1.
Signed ………………………………………………………………………

Date …………………………………
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