
Staff guidance note for work experience placements 

(Please note these guidelines should be read in conjunction with the University’s 

Safeguarding Children Policy
1
) 

1. Academic and Support departments within Durham University may be asked from 

time to time to provide young people with work experience. These guidelines provide 

information to help those managing the process. 

 

2. Work experience may be defined as: a placement on University premises in which a 

young person (under 18) carries out a particular task, duty or range of activities more 

or less as would an employee, but with a greater emphasis being placed on the learning 

aspects of the experience. 

 

3. Activities should be `hands-on´ where possible, and as such are distinct from job-

shadowing which is primarily an observational activity. 

 

4. The aim of providing work placements is to:  

 Provide young people with an understanding of the world of work;  

 Assist young people in deciding what type of career they might want in the 

future; 

 Improve the personal development of young people;  

 Improve the key skills and employability of young people;  

 Strengthen links between the University, schools and the local community. 

 

5. Placements are usually arranged between the school/college (or agency) and the 

University department providing work placements. It should be the aim of the 

University Department to provide a positive introduction to work and an organised 

timetable/programme for the period of the work placement.  

 

6. Students are eligible for work experience if they are in their last two years of 

compulsory education or taking post-16 courses; work experience students are 

therefore typically aged between 15 and 17 years old.
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7. Most placements last between one and two weeks, but work experience may be 

requested for an ‘extended’ placement to last longer than two weeks. Students will 

need to have their placement confirmed three months before the start date: as 

placements usually take place during July, confirmation is required at the beginning of 

April. A work experience placement should be a maximum period of two weeks. 

Advice must be sought for placements which will be longer than this.  

 

                                                           
1
 https://www.dur.ac.uk/safeguarding/children/ 

2
 Work experience is governed by the Education Act 1996, as amended by the Schools Standards & Framework 

Act 1998. 



8. The student will often have to complete a log of their placement, and departments will 

be asked to provide a summary of the skills and performance of the student which may 

be used to complement their CV. 

 

Practical issues 

9. People on work experience are undertaking ‘relevant training’ for the purpose of the 

Health and Safety (Training for Employment) Regulations 1990 and are therefore 

covered by the University’s Employer’s Liability Insurance.  

 

10. When a placement is arranged, the school will usually send a letter thanking the 

placement provider and giving further information about the student, including any 

relevant medical or personal information. The Head of Department will need to sign a 

form accepting that the department is taking the work experience student. 

 

11. A school/college placement organiser should take cognisance of any declared 

disability that a student undertaking a placement may have. This will allow early 

discussion with the placement provider to identify support needs and inform the risk 

assessment. The placement provider should be satisfied that the young person has the 

physical or psychological capacity to complete the work placement. 

 

12. Prior to the placement we recommend that the placement provider sends a letter of 

engagement.  A meeting may be useful to identify the targets the student hopes to 

achieve and an explanation of the work experience logbook or any other evidence 

recording form. 

 

13. Work experience placement students should not work more than 8 hours a day and 

should not work more than 5 days out of 7.  

 

 

14. Relevant colleagues and, if applicable, reception should be informed of the work 

experience participant’s arrival before their first day, and to set up computer login 

details for any programs they may be using. It is also useful to provide a mentor for the 

placement period, who will be the young person’s supervisor, coach and main point of 

contact. The mentor should be fully briefed about the young person before they are 

introduced to each other. They should also be made aware of this guidance, the 

University’s Safeguarding Children Policy and asked to complete the online 

Safeguarding module. A DBS check is unlikely to be required. 

 

15. A shortened version of the normal induction for staff should be prepared, giving 

information they needs to get started:  



 Show them around the work space, refreshment areas, location of toilets and 

where to put personal items (handbags, coats etc); indicate timing of any breaks 

and work patterns.  

 

 Give them a short ‘job description’ of the tasks they will cover during their 

placement – itemise the days they will carry out specific tasks if this is relevant.  

 

 Assess their knowledge of tasks (if any) and adjust the job description if 

necessary, e.g. more IT skills than anticipated.  

 

 Go through a checklist of health and safety issues, especially fire drill, first aid 

and any hazardous areas e.g. laboratories (a specialised risk assessment may be 

required).  

 

 Give them some useful documents/web addresses:  

o A map of the campus/building if they have to run errands from one 

location to another – give them a short tour if appropriate.  

o A short list of contacts and telephone numbers of people they are likely 

to have to phone.  

o Any relevant rules or regulations, e.g. IT regulations, Respect At Work 

policy. 

 

 Introduce them to the office manager, receptionists and other key people so (a) 

they do not feel isolated and (b) they are known to other staff.  

 

 Absence due to sickness – include a designated person/number to contact and 

inform the student of the University Department’s protocol for reporting their 

absence.  

 

 With regards to PPE,  any specialist PPE (lab coats/goggles/hockey mask, 

fencing kit) will be provided by the University Department before the student  is 

expected to do any necessary work.  

 

 Dress code should also be outlined to the student.  

 

 

16. The placement provider should have regular conversations with the young person, 

reflecting on their progress and attitude. Depending on the duration of the placement, it 

may be worth having a mid-placement review to consider any additional tasks they 

may be able to, or may wish to, take on. 

 

17. At the end of the placement it is good practice to arrange a final review meeting with 

the young person to discuss what they have learned and achieved and to address, in a 

constructive fashion, what their strengths and weaknesses are.  

 

 



 

 

Safeguarding 

18. The University aims to adopt the highest possible standards and take all reasonable 

steps in relation to the safety and welfare of children, young people and vulnerable 

adults. Therefore, all work experience placements must comply with the University’s 

Safeguarding Policy. All relevant staff must complete the University’s Safeguarding 

online module. 

 

19. Attention is also drawn to the University’s legal requirements in relation to the 

Disclosure and Barring Service (DBS). It is a criminal offence to knowingly employ 

an individual barred by the DBS to work in regulated activity with children (under 18) 

and adults in vulnerable situations. For working with children, this will generally be 

unsupervised teaching, training, instructing, caring for or supervising, on a frequent 

(once a week or more) or intensive (4 or more days in a 30 day period). In the majority 

of cases supervision of young people on a short-term work experience placement will 

not fall within this definition of regulated activity. 

 

20. Staff hosting a work experience placement must undertake a risk assessment, which 

would cover both;  health and safety and safeguarding issues. The department will be 

required to carry out a risk assessment to reduce the possibility of the young person 

having an accident. A copy of the risk assessment must be given to the student. The 

department needs to provide the students’ school/college with a copy of the 

department’s risk assessment or any control measure taken. As part of the 

department’s risk assessment, consideration will need to be given to whether any 

Disclosure and Barring Service (DBS) checks are necessary (see section above). 

Please be aware that young people may be less risk aware than a standard employee 

due to their inexperience in an adult environment and so will require careful 

supervision. 

 

21. Staff and placement students are not allowed to exchange personal contact details. The 

member of staff can only make contact with the young person outside of the placement 

through the school/college. During the placement any communication should be in 

person, through the University’s internal phone service or with a Durham University e-

mail account. It is advisable that any face to face meetings take place in a public area 

or with other staff members present. No contact is allowed through any social media 

platform.  

 

22. Any concerns about a young person’s placement should be, in the first instance, taken 

up with the school/college placement organiser. If there are concerns about the young 

person’s wellbeing that indicate inappropriate activity or signs of abuse then the 

department should act in accordance with the University’s Safeguarding Policy.  

http://www.bris.ac.uk/personnel/recruitment/additionalguidance/crb/dbsroles.html


 

Useful links: 

www.dur.ac.uk/safeguarding/children  

www.hse.gov.uk/youngpeople 

www.dur.ac.uk/hr/policies/respectatwork 

www.dur.ac.uk/cis/policy/regulations  

 

 

http://www.dur.ac.uk/safeguarding/children
http://www.hse.gov.uk/youngpeople
http://www.dur.ac.uk/hr/policies/respectatwork
http://www.dur.ac.uk/cis/policy/regulations

