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Work experience:
Planning template for employers  

Employer and placement details 
Organisation: 
Your offer: 

What are the key things you want to get out of hosting a student? 
1.  
2. 

Placement title/role: 
Supervisor/mentor (taking into consideration what you know of the young person, can you identify someone who would be a good fit to support the young person? Someone they might be able to relate to, is supportive, comfortable working with younger people):  
Dates/duration: 
Location:  

About the student 
A good way to collect this information is to meet with the young person before the work experience starts (perhaps with an adult they feel comfortable with if that makes it easier for them), that way you can start to build a relationship with them which will help reduce anxiety and support them to feel more confident when they come to you for their work experience. 
Name:  
Age/stage: 
Interests/career aspirations: 
Preferred learning style: 
Support needs/accessibility considerations (e.g. quiet spaces, shorter days, any adaptations required): 	Comment by Katie Potter: Maybe emphasise, add a bit more to this 	Comment by Katie Potter: e.g. quiet spaces, shorter days 
What are the key things the student wants to get out of the work experience opportunity? (e.g. understanding workplace expectations, exposure to different roles or departments, building up their connections and network in the industry, opportunity to develop skills and confidence, guidance on career pathways, opportunity to put skills into practice in real-world contexts) 
1.  
2.  
3.  


Organisation-specific skills development 
What are the key skills/knowledge/experience needed in your organisation/in the role the student is interested in? 
1.  
2.  
3. 

What activities could the student get involved with that would help them to develop and practice these key skills or that will support them to develop this knowledge or experience?  
1.  
2.  
3. 
 
Identifying a small project/task 

What task or project can you identify (that is relatively low pressure/risk) that the student can take ownership over during their time with you? (e.g. small research project, content creation, prototype development, marketing)

What is the brief you are giving to the student to help them understand the project/task being given to them, and what is expected of them?



Which skills will this project be supporting the student to develop? 
1.  
2.  
3.  
4.  

What resources/support/training/guidance will you provide for the student, to support them with this task or project?
·  
·  
·  




Who are the key people in your organisation it would be good to organise for the young person to meet with or work with? 
·  
·  
·  
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Structuring the work placement 
The below is an example of the type of things you might want to be considering and including in your plan for the young person coming to you for work experience. You may have more or less time with the young person, or different objectives/goals aligned to the young person, so edit this to reflect your situation. 

	
	
	Key objective
What do you want to achieve at each point? 
	Activities
 What activities will support you to achieve the objective?
	Actions required
What do you need to do to prepare for the activities? 

	Day 1 
	AM 
	As an example: 
· Induction to the organisation (inc. health and safety, emergency procedures) 
· Young person to know and build relationship with supervisor/mentor
· Reminder/overview of the work experience placement plan and what is hoped to achieve 
· Young person to feel comfortable in the workplace 
· Introduction to the workplace and the team 
	· 1:1 informal time with supervisor/mentor – getting to know each other, overview of week, opportunity to voice questions or concerns 
· Workplace tour and introduction to the wider team 
· Provide any inductions required e.g. set up with any technology, logins etc. 
	· Develop work placement plan 
· Brief the team  

	
	PM 
	Introduction to project/task the YP can take ownership over 

Training/upskilling to support the delivery and completion of the project
	· Overview of the project/task 
· Skills development/training activities to support the delivery of the project e.g. digital, communication, research, creativity
	· Development of project brief 
· Develop training materials 

	Day 2
 
	AM 
	Project time 

Hearing from other employees about their journey/role 
	· 1:1 check-ins with supervisor/mentor to support with planning and delivery of project, and to provide any advice/guidance 
· 1:1 meetings with other employees 
	· Development of structure to support other employees to plan what they want to talk about with the young person 

	
	PM 
	Time for other identified work tasks 
Hearing from other employees about their journey/role
	As above 
	As above

	Day 3 
	AM 
	Project time 

Hearing from other employees about their journey/role
	As above 
	As above 

	
	PM 
	Project time/time for other identified work tasks 

Mid- work experience placement check-in 
Hearing from other employees about their journey/role
	As above 

1:1 with supervisor/mentor to reflect on how the work experience is going so far from the YP point of view, and whether anything needs to change. 
	As above 

· Develop reflection questions/agenda for mid-week reflection 

	Day 4
	AM 
	Project time 

Hearing from other employees about their journey/role
	As above 
	As above 

	
	PM 
	Project time/time for other identified work tasks  

Hearing from other employees about their journey/role
	As above 
	As above 

	Day 5 
	AM 
	Presentation of project 
· Celebration
· Skills development (communication/presentation/public speaking) 
	Support/skills development re: presenting. 

Presentation of project to supervisor/mentor and/or other employers 


	· Training, support, guidance on presenting prepared. 
· Engaged with other staff members to attend the presentation 

	
	PM 
	Reflection and to understand what skills they have developed, practiced through the week. 

Increase confidence for interviews
	CV development and mock interview


	· Preparation for a mock interview 
· Preparation for CV building 
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Other key things to consider
Travel 
Young people, particularly in Devon, will often rely on parents/guardians or public transport (often unreliable) to get to the workplace. Be as flexible as you can (e.g. in terms of start/finish times) to support the young person in this regard. If you are able to, consider offering to cover transport costs. 

Confidence and support 
This might be a young person’s first experience of a workplace; they are likely to feel anxious and overwhelmed. Consider how you can create an environment to support the young person and make sure you’re working with them to understand what that support looks like- everyone is different and needs different types of support. 

Inclusivity and accessibility 
As you would for any employer, consider what the young person might need from you to support them to engage with the work experience, based on their individual circumstances. Before the work experience starts, make sure you are aware of any additional needs, accessibility requirements or reasonable adjustments you might need to make for the young person- have a conversation with the young person, their school and other adults around the young person to help you understand how to work best with the young person. 

Skills building and providing a practical experience 
Young people have told us that they really value getting practical, hands-on experience of the workplace, rather than just shadowing. Consider how you can ensure that the experience you are offering has a good mix of putting different skills into practice. 

Building connections and social network 
One of the key things young people have told us they want to get out of work experience is the change to build connections with individuals in the industries they are interested in, hear their journeys and get any relevant advice and guidance from a range of perspectives. When you are planning your work experience, intentionally build in time for the young person to have time with other employees or partners you might work with, including being intentionally about more informal times, like lunch and coffee breaks. 

Advice and guidance 
Work experience is an important step in a young person’s career journey, and they are often looking for advice and guidance for how they can progress. Be generous with your experiences, expertise, advice and guidance. 

Future opportunities 
Young people are always on the look out for other opportunities to build their skills, and CVs. Consider whether you have any other opportunities that might be a fit for the young person (e.g. part time work, apprenticeships etc). 
Helpful resources: 

The Education Landscape: A guide for Employers AND Index 

The Gatsby Benchmarks (particularly Benchmark 5 & 6)

The Careers and Enterprise Company- Employer Standards Framework 

Careers and Enterprise Resource Directory
 
Devon, Plymouth and Torbay Careers Hub- Inclusion Guidance 

Health and Safety Executive: Young people at work- work experience 

Kailo and Flourishing Barnstaple: Checklist for employers co-designed with young people. 

Kailo and Flourishing Barnstaple: Animation: Guide for employers co-designed with young people. 



Contacting schools

There is a requirement for Careers Leads to be named on the school website, where you should be able to find their contact details. 
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