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Foreword

Work experience is a central tenet of 16-19 Study Programmes and Traineeships, but is also increasingly used in a wide variety of other skills 

and employability programmes as well.  Such experiences can be pivotal for young people in deciding which career path to take, and can play 

a crucial part in securing that vital first position in the world of work. Even for older learners, work experience has a key role to play, and for all 

these reasons and more, it is vital that employers and provider alike are aware of and learn from the best practice around to make sure their 

offer is of the highest quality – ensuring that the learner benefits, the employer sees a positive effect on their business, and that the reputation 

of the provider for valuable and successful outcomes is maintained.

We are delighted therefore to have been able to work with Fair Train on the production of this e-guide, which has been commissioned and 

funded by the Department for Education. Fair Train manage the Work Experience Quality Standard which is fast becoming the nationally-

recognised mark of high-quality provision in this area, and they have been able to draw on expertise from some of the best employers and 

providers around to help you to shape your offer through relating their own experiences.

I hope you find the guide useful in making the work experience placements you offer the best that they can possibly be.

Paul Warner

Director of Employment and Skills, Association of Employment and Leadership Providers (AELP)
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AELP

The Association of Employment and Learning Providers (AELP) is the leading trade association for vocational learning and employment 

providers in Britain. The majority of its 700+ members are independent private, not-for-profit and voluntary sector training and employment 

services organisations. Membership is open to any provider committed to quality provision and it includes over 50 FE colleges involved in 

work based learning. AELP has a wide variety of publications which members can access via their website.

Mentor Group

Mentor Group has worked in the FE sector since 2010, helping colleges and providers to improve their commercial performance, and increase 

their learner and Apprenticeship numbers. Mentor has delivered a variety of projects, including training and coaching in Consultative Selling 

and Digital Marketing and the provision of online materials such as this guide for Implementing the Work Experience Element of the 16-19 

Study Programme.

Fair Train 

Fair Train is a national charity which exists to promote high quality Apprenticeships, traineeships and work experience opportunities for young 

people. Fair Train has a number of Employer Engagement and Skills Coaches able to offer free and impartial advice to organisations looking 

to set up and develop a high quality work experience programme. Fair Train manages the national Work Experience Quality 

Standard accreditation, which recognises those organisations offering good quality work experience and managing risk effectively.

http://www.fairtrain.org/quality-standard
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1. Navigation in this guide is designed to be user-
friendly: the navigation bar takes you through to 
the sub contents page of each main section.

2. The left-hand navigation shows the sub-section 
menu within each main section.

3. If there are any relevant links to supporting 
documents and intranet or internet sites it will be 
indicated on the left-hand side at the bottom of the 
page.
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This guide has been written to provide additional support to both training providers and employers involved in the delivery of 
the work experience element of 16 to 19 Study Programmes.

Who is this guide aimed at?

Training Providers Employers

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

next page
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The recent changes to education for 16-19 year olds has placed a strong emphasis on the development of vocational skills 
to support the transition of young people from education into the labour market.

However, whilst the new Study Programme obligation was introduced in 2013-14, many providers are still struggling to 
come to terms with the requirements for the integration of meaningful work experience, with the aim of supporting young 
people to develop employability skills. 

There is clearly a need for providers to work closely with employer partners to improve their work experience programmes.

Background and context

Lament the fact that school 
leavers are not ready for 

employment, due in the main to a 
lack of work experience.

Call for young people to be better 
prepared for the world of work.

States that ‘very few providers 
are able to arrange sufficient 

good-quality, work-related 
learning, including external 

placements with local employers, 
for all their learners’. 

• British Chambers 

of Commerce 

workforce survey 

2014

• CBI (2011) action 

for jobs

• Ofsted (2014) 

transforming 16 to 

19 education and 

training

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

External 

References/Links:

next pageprevious page

http://www.britishchambers.org.uk/policy-maker/policy-reports-and-publications/workforce-survey-infogaphic.html
http://www.britishchambers.org.uk/policy-maker/policy-reports-and-publications/workforce-survey-infogaphic.html
http://www.cbi.org.uk/campaigns/getting-the-uk-working/making-young-people-job-ready/
http://www.cbi.org.uk/campaigns/getting-the-uk-working/making-young-people-job-ready/
http://www.ofsted.gov.uk/resources/transforming-16-19-education-and-training-early-implementation-of-16-19-study-programmes
http://www.ofsted.gov.uk/resources/transforming-16-19-education-and-training-early-implementation-of-16-19-study-programmes
http://www.britishchambers.org.uk/policy-maker/policy-reports-and-publications/workforce-survey-infogaphic.html
http://www.cbi.org.uk/campaigns/getting-the-uk-working/making-young-people-job-ready/
http://www.ofsted.gov.uk/resources/transforming-16-19-education-and-training-early-implementation-of-16-19-study-programmes
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This guide offers a practical overview of areas of content that any provider and employer should jointly consider in order to
maximise the effectiveness of a work experience placement. 

The checklist breaks these areas into themes in order to remain generic to all employers and providers, whilst at the same 
time enabling it to be tailored to a very individualised level. 

The checklists

About this guide

1. Planning and preparation

2. Induction

3. Ongoing support

4. Making the experience meaningful

5. Motivation and recognition

6. Making the placement work for you

7. The end of the placement – what’s next?

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

External 

References/Links:

• Seven step 

checklist 

• Work Experience 

Quality Standard

previous page

http://www.fairtrain.org/quality-standard
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This guide runs alongside the national Work Experience Quality Standard accreditation (see link), which was created as a 
framework for development, to support both employers and providers of training to build a high quality and robust 
programme of work experience for young people. 

The framework covers the processes of a high quality work experience programme – from setting up and implementing to 
evaluating work experience, as well as the organisational infrastructure required. 

Organisations are accredited at Bronze, Silver or Gold level, which allows them to demonstrate that the quality of their work
experience provision has been independently assessed.

Fair Train, a national charity, is the awarding body for the Work Experience Quality Standard.

• Work Experience 

Quality Standard

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

External 

References/Links:

http://www.fairtrain.org/quality-standard
http://www.fairtrain.org/quality-standard
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Why offer work experience – benefits for training providers

Showcase your work as employers involvement in Apprenticeships increases.

Gain a more thorough understanding of the local labour market to enable you to support young 
people in their transition from education to employment.

Secure support from local businesses to further develop your provision, e.g. from assistance at 
careers days to fundraising for a new sports complex.

Supplement the development of your personal, social, and moral education programmes. 

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

Training Providers

next page
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Why offer work experience – benefits for employers

Reduce your advertising 

costs by recruiting staff 

who have already 

undertaken a work 

experience placement.

Access a wider range of 

talent.

Challenge employer 

perceptions of the 

attitude and skills of 

young people.

Raise the profile of your 

company and brand.

Avoid potentially 

damaging comparisons 

with those providing 

poor quality work 

experience.

Promote a positive 

image to customers and 

prospects.

Shape the training and 

development of your 

future workforce.

Opportunities to engage 

with your local 

community.

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

Employers
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Sub-section menu:

Contents 

Page

Main Menu: 1. Introduction 2. Planning and Preparation 3. Induction 4. Ongoing Support 5. Making the Experience 

Meaningful

6. Motivation and 

Recognition

7. Making the Placement 

Work for You

8. The End of the 

Placement – What’s Next?

9. How to incorporate real life maths 

and English into the placement

10. Supporting SEND 

young people

11. Other 

considerations

12. Key sources of 

information
13. Checklists 14. Case 

Studies

1.3: The benefits

Page 14

According to the CIPD, research by the Education and Employers Taskforce, It’s Who You Meet (2012), shows that the 
more contact young people have with employers, the better their chances of finding themselves in employment. 

The wider benefits

Employers get the skills they need.

Young people gain access to the labour market. 

Society can avoid the negative consequences and long-term scarring of high youth 
unemployment.

• CIPD (2012) 

making work 

experience work

• It’s who you meet

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

External 

References/Links:
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http://www.cipd.co.uk/binaries/5832 Work experience leaflet (WEB).pdf
http://www.educationandemployers.org/wp-content/uploads/2014/06/its_who_you_meet_final_26_06_12.pdf
http://www.cipd.co.uk/binaries/5832 Work experience leaflet (WEB).pdf
http://www.educationandemployers.org/wp-content/uploads/2014/06/its_who_you_meet_final_26_06_12.pdf
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Quality really does matter, and work experience is no exception.

By investing in a high quality work experience programme, which may then be externally accredited, training providers and 
employers can set themselves apart from their competitors, and gain further benefits:

Provide independent 
evidence of quality 
training to public 

funding bodies and 
prime contractors

Effectively manage 
subcontractors who 
deliver training on 

your behalf

Gain a quality 
benchmark which 

can be referenced in 
inspections such as 

Ofsted

Benefit from 
publicity as a result 

of achieving a 
national 

accreditation

Follow nationally 
accredited 

frameworks to 
ensure you are 

delivering 
comprehensive 

programmes

Access free advice 
and guidance on 
developing your 
work experience 

programme in line 
with new 16-19 

Study Programme 
requirements

• Free advice and 

guidance

1.1: Introduction to 

this guide

1.2: The national 

Work Experience 

Quality Standard

1.3: The benefits

1.4: Why quality 

matters

External 

References/Links:

http://www.fairtrain.org/
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Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

2.1: Working in partnership – considerations for employers (Pages 17 – 19) 

and training providers

2.2: Aims and objectives (Page 20) 

2.3: Gaining support (Page 21)
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2.1: Working in partnership
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Managing a successful work experience placement should be 
a smooth process, and is made easier with a strong 
relationship between an employer and a training provider.

When choosing a partner, make sure that you have similar 
values when it comes to the standards you are expecting. If 
you are aiming for high quality placements, make sure that 
this is central to the ethos of your partner(s) too.

2.1: Working in 

partnership

2.2: Aims and 

objectives

2.3: Gaining support

• Approaching 

placements of 

different lengths

External 

References/Links:

next page
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Managing a successful work experience placement should be a smooth process, and is made easier with a strong 
relationship between an employer and a training provider. 

Considerations for employers

Employers 
may wish to 

consider 
working with 

a training 
provider…

Specialising in a similar 
area, thereby ensuring a 

continual supply of 
talent, and perhaps 

feeding into the study 
programme to ensure 

young people are 
equipped with the skills 
and attributes you need. 

From the local area, 
thereby ensuring that 
they are supporting 

young people from the 
local community.

2.1: Working in 

partnership

2.2: Aims and 

objectives

2.3: Gaining support

Employers

next pageprevious page
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2.1: Working in partnership
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This will help to meet learner need, and also supports 
them to widen their horizons and encourages them to 
consider alternative career options.

Training providers who choose to become accredited 
with the national Work Experience Quality Standard 
may wish to support their employer partners to achieve 
the accreditation, too.

Not only does this save you time with your due 
diligence checks, you are then assured that quality has 
been independently assessed, which you can highlight 
in evidence to Ofsted.

Considerations for training providers

Training 
providers may 

wish to 
consider 

working with a 
variety of 

employers…

Small, 
medium and 

large 
organisations

Businesses in 
different 

geographical 
areas within the 
catchment, from 

urban to rural

Employers 
covering a 
range of 

products and 
services

Employers 
spanning the 

private, public and 
not-for-profit 

sectors

Case Study 1 -

Rathbone

!

• Work Experience 

Quality Standard

2.1: Working in 

partnership

2.2: Aims and 

objectives

2.3: Gaining support

External 

References/Links:

Training Providers
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http://www.fairtrain.org/quality-standard
http://www.fairtrain.org/quality-standard
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Be clear on your aims and objectives, and communicate these with your partner. 

Ensure that the aims and objectives are agreed by and communicated to the learner undertaking the work placement, so 
that they are clear on what to expect. 

Producing a simple fact sheet at the start may alleviate any potential problems down the line:

• what should the learner expect?

• what can the employer expect in return?

2.1: Working in 

partnership

2.2: Aims and 

objectives

2.3: Gaining support
• What type of work experience are you looking for? A 

short taster for learners who may not be clear on a 
particular career path, or something longer term and 
more customised to give a young person the chance 
to apply skills and knowledge in a real life setting?

• Be clear at the outset, so that the employer can 
ensure they can meet your expectations. 

Training Providers

• The relationship should not be one way – be clear about what 
you hope to gain from offering a work experience placement. 
Are you looking for a regular supply of new talent to diversify 
your workforce? Are you keen to benefit from increased PR 
to improve your profile within the local community? 

• Be transparent with your requirements, so that the training 
provider can support you.

Employers 
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2.3: Gaining support
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Whilst offering work experience at a local departmental level can be productive, to be most 
effective high quality work experience programmes should have the clear support of senior 
managers, and be embedded into the culture of the organisation. 

• Find a senior manager who is willing to 
champion work experience, and enlist 
their support. 

• This will make the design and 
implementation of any relevant policies 
and procedures to support the 
programme much easier.

Employers

Case Study 2 –

Derbyshire 

County Council

!
2.1: Working in 

partnership

2.2: Aims and 

objectives

2.3: Gaining support
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Section 3: Induction
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Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

3.2: Managing expectations (Page 24)

3.3: Goals and objectives (Page 25)

3.4: Standards (Pages 26 – 28)

3.1: Matching aspirations (Page 23)



Sub-section menu:

Contents 

Page

Main Menu: 1. Introduction 2. Planning and Preparation 3. Induction 4. Ongoing Support 5. Making the Experience 

Meaningful

6. Motivation and 

Recognition

7. Making the Placement 

Work for You

8. The End of the 

Placement – What’s Next?

9. How to incorporate real life maths 

and English into the placement

10. Supporting SEND 

young people

11. Other 

considerations

12. Key sources of 

information
13. Checklists 14. Case 

Studies

3.1: Matching aspirations

Page 23

The best placements – for both the learner and the employer – occur when 
aspirations match the work experience opportunities available.

Case Study 4 –

New Starts

Case Study 3 –

Aspire 4U

!
3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

Spend time with your learners before work 
experience is arranged to discover their aspirations. 
Matching those to placement opportunities available 
on your database will make for a more successful 
placement, benefitting both your learners and your 
employers. 

Training Providers

Be honest and realistic about what work opportunity 
placements you are able to offer, and what you are 
not, and spend some time at induction to check the 
aspirations of your placement learner to maximise 
success for you both. 

Employers 
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3.2: Managing expectations

Page 24

For most young people, this will be their first ever experience of the world of work, 
which is likely to be very different from school or college. A smooth transition can be 
helped by managing expectations from the outset. 

Case Study 5 –

Spirit Pub Group

!
3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

Undertake some pre-work experience transition work 
around expectations in the workplace, covering issues 
such as timekeeping, dress code, language, use of 
mobile phones, etc. 

Training Providers

Use the induction to be clear about what is expected 
within the workplace. You may wish to create a checklist 
of topics to cover – use existing work experience 
placement learners to help produce this. What did they 
find came as a shock to them in the workplace?  

Employers 
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3.3: Goals and objectives

Page 25

Learners will find it helpful to have a clear idea of what they will be doing, and what they are expected to achieve. 

Discussing and agreeing goals and objectives during the induction will help to keep the learner focused and engaged, and 
provides a check to ensure that the placement will meet the needs of both the learner and the employer. 

3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

Provide a checklist for the employer of work experience 
opportunities which would be helpful for them to provide 
for the learner. This is likely to be different for different 
courses, and could range from practical use of particular 
tools or experience of dealing directly with customers to 
certain administrative processes such as minuting a 
meeting or dealing with telephone enquiries. 

Training Providers

Agree SMART (Specific, Measurable, Achievable, 
Realistic and Timed) goals and objectives with the 
learner, to help keep them focused. For shorter 
placements, an overall objective, with daily goals, will 
help keep the placement pacey and retain interest. 
Longer placements may include weekly goals, linked to 
specific activities undertaken. 

Employers 
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3.4: Standards

Page 26

Running hand in hand with managing expectations, being clear on the standards expected is important to cover during the 
induction. 

A checklist may 
be useful here. 

You may wish to 
include…

Dress code

Use of mobile phones 

during working hours

Telephone standards

Punctuality

Start and finish times, 

and how breaks and 

lunchtimes are managed

Acceptable language in 

the workplace

3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

next page
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3.4: Standards

Page 27

Tips for training providers and employers

3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

next pageprevious page

Consider producing a template checklist, based on your 
experience with a range of employers, and make this 
available to employers prior to the work experience 
placement commencing. This would be useful as part of an 
introductory pack.

Training Providers

Tailor the checklist provided by your training provider, or 
create your own template which can be added to, or 
adapted by individual departments, as appropriate.

Employers 
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3.4: Standards

Page 28

Support in maintaining standards

Outline the support 

which will be 

available during the 

placement, from both 

the training provider 

and the employer. 

For example..

Who will the learner 

report to within the 

workplace?
How can they interact 

with other young people 

within your organisation 

– do you employ other 

apprentices, are there 

any activities which 

their peer group 

undertake, etc.?

Are you able to assign a mentor – a 

contact other than their supervisor with 

whom they can chat about general 

issues not necessarily related to their 

day to day tasks?Are there any other areas of 

support you are able to offer, for 

example assistance with CV 

writing or practice interviews?

For those organisations accredited with the 

Work Experience Quality Standard, there is 

also an independent complaints email 

address which should be made available to 

the learner.

• Supporting young 

people with SEND

3.1: Matching 

aspirations

3.2: Managing 

expectations

3.3: Goals and 

objectives

3.4: Standards

External 

References/Links:

previous page
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Section 4: Ongoing Support

Page 29

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

4.1: Review, feedback and tips (Pages 30 – 33)

4.2: How employers can best set up a 2-way feedback loop (Pages 34 – 35)

4.3: Assigning a mentor (Page 36)

4.4: Tips for employers wishing to provide mentor support (Page 37)

4.5: Peer support (Page 38)
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4.1: Review, feedback and tips

Page 30

Arranging regular reviews with your learner is very good practice. It will provide an important mechanism to see how the 
work experience placement is working… both for the learner, and the employer.

Review and feedback - Introduction
4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

next page
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4.1: Review, feedback and tips

Page 31

Prime your employers as to the importance of regular review meetings in your initial introductory meeting, to ensure that 
these are built into the work experience planning from an early stage. You may wish to suggest how regular they should be 
depending upon the length of the placement.

Review tips for training providers
4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

Training Providers

next pageprevious page
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4.1: Review, feedback and tips

Page 32

• Build regular reviews into the work experience programme. These may be 
led by the workplace supervisor, mentor, HR or a combination.

• Consider the agenda in advance, and the points you may wish to cover. 
These could include:

‒ progress against overall objective, and short-term goals;

‒ which aspects of the placement are going well?

‒ which aspects of the placement are more challenging, and is there 
anything which can be done to assist in this area?

‒ review of expectations, if required;

‒ feedback to the learner on both practical skills, and general 
employability skills;

‒ opportunity for the learner to feedback on practical or wider 
organisational topics which may be of interest;

‒ opportunity to ask the learner to review a specific area of interest, e.g. 
their opinion of a key product from a young person’s point of view; 
how to attract and recruit more young people with the skills and 
aptitudes required by the organisations, etc.

Review tips for employers
4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

Employers

next pageprevious page
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4.1: Review, feedback and tips

Page 33

If the processes are all in place, expectations have been managed in
advance, and the placement has been well planned, in all likelihood
things will be running smoothly. However, the review meeting is a good
time to explore and address any issues at an early stage, and much
can be done to get things back on track if concerns are addressed
sooner rather than later.

However, in some circumstances, there may be instances where the
placement is just not working out. If this is the case, involve the training
provider as early as possible, and work with the learner to explore
options to change placement. This could be to another department
within the same organisation or, in extreme cases, to another
organisation altogether.

Remember, to be most successful, the work experience placement
should work for all parties.

Summary
4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

previous page
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4.2: How employers can best set up a 2-way feedback loop

Page 34

Review and feedback meetings can be 
extremely valuable, and not just for the 
learner. Planned carefully, employers 
can use the feedback opportunities to 
strengthen the benefits of the work 
experience placement for their 
organisation.

Review meetings can be thought of as 
a 2-way feedback loop. 

How feedback can help your organisation

Loop A

The employer gives 
constructive feedback to the 
learner to help them 
improve. 

This is likely to be around 
either a practical 
competence, such as using 
a particular tool, or better 
ways to engage customers 
in a sale; or around general 
employability skills such as 
timekeeping. 

Loop B

The learner gives 
constructive feedback to 
the employer, which can 
help them improve. 

This may be around how to 
further improve placements 
for young people in the 
future. It may also be used 
to feedback on specific 
organisational areas, such 
as how social media 
marketing could be used to 
attract more customers 
under the age of 25. 

4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

next page

Employers
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4.2: How Employers Can Best Set up a 2-way feedback loop

Page 35

Some employers are concerned about offering a work experience placement as they fear it will be very time consuming, and 
may detract from their business. This is one very clear area where a work experience placement can be seen as a win-win 
situation. The employer supports the learner to improve their employability skills, and in return, can benefit from the 
learner’s expertise to improve their business. 

Consider how you could best set up a 2-way feedback loop. List the areas where feedback from young people would be 
valuable. Some ideas include:

• using social media marketing to attract and engage a younger customer group;

• how to recruit and retain talented young people to diversify the existing workforce;

• how to improve work experience placements in the future;

• how young people could contribute to learning in different departments.

4.1: Review, 

feedback and 

tips

4.2: How employers 

can best set up a 

2-way feedback 

loop

4.3: Assigning a 

mentor

4.4: Tips for 

employers 

wishing to 

provide mentor 

support

4.5: Peer support

previous page

Employers
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4.3: Assigning a mentor

Page 36

A day to day supervisor is likely to be the first point of contact for the 
learner during their work experience placement. This is the person who 
is likely to be explaining technical tasks, setting targets, and providing 
on the job feedback.

It may also be useful to assign a mentor – a different person whom the 
learner can approach for additional support. Remember – the workplace 
is a very different environment than school or college, and the transition 
can be daunting for some learners. Putting in place a variety of different 
support mechanisms will help to overcome any difficulties, providing a 
range of personalities offering support and guidance. The mentor acts 
as a role model, sharing knowledge and advice to support the learner to 
develop their employability skills. They are not there to do the learner’s 
tasks for them. However, they are a valuable resource able to guide a 
learner through an issue, or help them solve a particular problem.

The mentor may be an employee, or an external person, perhaps 
provided by the training provider. Supporting other staff in house to 
become mentors is another potential benefit for the organisation –
developing skills internally can lead to greater job satisfaction, lower 
turnover, and can be used to attract new employees. 
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4.4: Tips for employers wishing to provide mentor 
support

Page 37

Consider how you may be able to provide mentor support to work experience learners. This could

also be rolled out to new employees, which is likely to result in improved productivity. 

Ideas include:

• including it in your training and development plan to grow your skills internally;

• working with another employer partner to provide a reciprocal mentor system, thereby benefitting further by sharing good 
practice across sectors. Fair Train will be able to put you in touch with other organisations holding the national Work 
Experience Quality Standard accreditation, who may be prepared to work with you in this way;

• working with your local college or training provider to enlist the support of external mentors.

Case Study 6 –

Star Bristo

!

External 

References/Links:

• Work Experience 

Quality Standard
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4.5: Peer support

Page 38

One of the most common elements of feedback from young people experiencing difficulties with the 
transition from education to work, is the feeling of isolation. Establishing a peer support mechanism 
can be a way of trying to overcome this. 

Training Providers Employers 

Case Study 7 –

Spirit Pub Group

!

• Consider how to address this key 

transition issue well in advance. Could 

you arrange for work experience learners 

to meet up during their placement to 

share their experiences and provide 

informal support to each other?

• When planning the placement, work with 

the employer to consider this issue early 

on, and encourage them to establish 

mechanisms for peer support by 

providing examples of how this is done in 

other organisations.

• Do you currently employ young people within your workforce? How can you 

encourage them to be involved in work experience? For example:

‒ could you train them to become workplace mentors, thereby also 

increasing their own skills and abilities which can be used more 

widely within the organisation?

‒ how are lunch and breaks organised? Are there opportunities for 

young people to meet and mix?

‒ do you promote any employee activities before or after work, such as 

clubs and societies, which could be extended to work experience 

learners?

‒ create a young people focus group to gain feedback on particular 

organisational issues, and invite employees and work experience 

placement learners to take part.
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Section 5: Making the Experience Meaningful

Page 39

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

5.2: Planning a project (Page 41)

5.3: Careers information and advice (Page 42)

5.1: Making the experience meaningful (Page 40)
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5.1: Making the experience meaningful

Page 40

High quality and effective work experience should be just that – a real life 
experience of the world of work, rather than just trying to keep someone 
occupied for a week or two. Learners should complete the placement 
having had chance to develop a range of transferable skills, gain useful 
contacts for networking, explore career options and make a positive choice 
about next steps into employment, as well as enhancing their CV. 
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5.2: Planning a 

project
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5.2: Planning a project

Page 41

When planning a work experience placement, take a moment to think strategically about the 
organisation, and the department within which the placement is based. Whilst photocopying might be an 
element of someone’s role, how does it fit into the bigger picture? Design of the placement programme is 
a great opportunity to look at developing specific skills and competencies, and bringing them to life in the 
context of their importance within the whole organisation. 

Planning a project within which there are lots of opportunities to develop specific skills and competencies 
is a great way to create a meaningful work experience placement.

Case Study 8 –

Nottingham Trent 

University

!

• Other 

considerations

• How to incorporate 

real life maths and 

English into the 

placement

5.1: Making the 

experience 

meaningful

5.2: Planning a 

project

5.3: Careers 

information and 

advice

External 

References/Links:

• Help the employer by providing some context to the 
course which the learner is following. What subjects 
are they covering during the course? How do they link 
to real life workplaces? What is their level of 
Functional Skills, and how may the employer be able 
to assist with putting these into real world context, to 
demonstrate relevance and applicability? 

• This contextualising of academic subjects can often 
be the key to help the learning fit into place and 
become embedded. 

Training Providers

• Try and design the placement as an overall project, 
with individual elements covering different core areas 
or skills to be developed. Consider how the role 
contributes to the overall product or service that you 
offer. 

• Think about how maths and English are used within 
your workplace, and try and design elements of these 
into the project to help the learner to develop their 
Functional Skills (see link).

Employers 
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5.3: Careers information and advice

Page 42

Employers are in a unique position in that they are ideally placed to offer real life careers advice and 
support. Helping a work placement learner to develop their CV, or introducing them to a range of 
people with different job roles within the organisation, can help broaden horizons, refine career 
aspirations and provide a meaningful output from a period of work experience.

Case Study 10 –

Southway 

Housing Trust

Case Study 9 –

Genesis Housing 

Association

!

5.1: Making the 

experience 

meaningful

5.2: Planning a 

project

5.3: Careers 

information and 

advice • Undertake some pre-placement work with your 
learners to help them understand the range of careers 
support they can access whilst undertaking their 
placement. 

• Undertake some networking practice, and help to 
build confidence and understanding of how this vital 
skill can assist during their career development. 

• Support learners to develop a checklist of questions 
to ask whilst on placement. This may include the pros 
and cons of different job roles from the perspective of 
someone undertaking them on a daily basis, to the 
career prospects available within the industry. 

Training Providers

• Try and build in some time during the placement to 
support the learner to develop their CV, or write a 
personal statement incorporating the skills they have 
learnt during their time with you. The HR department 
may be able to assist with this. 

• Organise a number of volunteers to undertake mock 
interviews with the learner, to develop their 
confidence in the types of questions likely to be 
asked, and the key points to consider in their 
responses. 

Employers 
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Section 6: Motivation and Recognition

Page 43

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

6.2: How employers can encourage motivation (Page 45)

6.3: How a learner’s contribution can be recognised (Page 46)

6.1: Motivation and recognition (Page 44)



Sub-section menu:

Contents 

Page

Main Menu: 1. Introduction 2. Planning and Preparation 3. Induction 4. Ongoing Support 5. Making the Experience 

Meaningful

6. Motivation and 

Recognition

7. Making the Placement 

Work for You

8. The End of the 

Placement – What’s Next?

9. How to incorporate real life maths 

and English into the placement

10. Supporting SEND 

young people

11. Other 

considerations

12. Key sources of 

information
13. Checklists 14. Case 

Studies

6.1: Motivation and recognition

Page 44

Increased motivation in the workplace has been proven to 
improve productivity and quality, as well as increase retention. It 
stands to reason, therefore, that the more motivated a work 
experience learner is, the more beneficial the placement outputs 
and outcomes for both the employer and the learner. 

A learner’s motivation is linked to the perceived relevance of the 
work experience placement, and is one reason why taking the 
time as early as possible to find out about individual aspirations is 
recommended.

Once the placement has commenced, employers have an 
important role to play in encouraging motivation.

6.1: Motivation and 

recognition

6.2: How employers 

can encourage 

motivation

6.3: How a learner’s 

contribution can 

be recognised
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aspirations 
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6.2: How employers can encourage motivation

Page 45

Employers can consider building in elements of the placement to encourage motivation in a number of ways:

• ensure the placement matches the aspirations of the learner as far as possible, and develop tailored work experience 
placements where possible;

• create a varied placement role, with opportunities to develop a number of areas of skills knowledge, to try and avoid 
monotony;

• show a direct link from the work placement role to the wider business, to give some context to the role and show the 
learner how they fit in with the overall success criteria for the organisation;

• try and build in a level of autonomy, giving the learner responsibility for a particular piece of work. Agreeing an overall 
objective and a series of tasks is helpful with this;

• ensure that the activities within the placement challenge the learner. All learners will have unique needs, and the level of 
challenge will vary for different learners, requiring a tailored approach to placement planning. Talk to your training 
provider in advance to gain an understanding of the levels of challenge which the learner is capable of, and check this 
out during the induction. Consider setting progressive challenges throughout the placement, to retain interest and 
enthusiasm.

• Goals and 

objectives

6.1: Motivation and 

recognition

6.2: How employers 

can encourage 

motivation

6.3: How a learner’s 

contribution can 

be recognised

External 

References/Links:

Employers
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6.3: How a learner’s contribution can be recognised

Page 46

Consider how a learner’s 
contribution can be recognised. It 
isn’t always possible, or indeed 
sometimes advisable, to offer 

financial payment in exchange for 
voluntary work experience. 

However, recognition can be 
achieved in a variety of ways, 

including…

A chance to present work experience placement 

results to the senior management team

An article in the organisational newsletter

Voucher to cover lunch in the 

organisation’s canteen

A bus pass to help with travel 

costs to and from the placement

Invitation to the organisation’s 

annual awards evening

Opportunities to attend different 

training courses

A simple thank you for a job well 

done

6.1: Motivation and 

recognition

6.2: How employers 

can encourage 

motivation

6.3: How a learner’s 

contribution can 

be recognised
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Section 7: Making the Placement Work For You

Page 47

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

7.2: Public relations (Page 49)

7.3: Corporate social responsibility (Page 50)

7.1: Making the placement work for you (Page 48)
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7.1: Making the placement work for you

Page 48

The most effective placements are win-win situations, where the 
employer benefits just as much as the learner, and there is 
nothing wrong in identifying how a placement can meet a 
business need. 

For example, as a charity expands and supports more 
beneficiaries, the administrative burden may grow. Offering a work 
experience placement is a way to support the additional 
beneficiaries, as well as offering a volunteer the chance to gain 
valuable work experience and develop their skills to equip them to 
move into employment. 

There are a number of benefits to employers of offering high 
quality work experience placements.

High quality work experience placements may also support an 
organisation’s public relations (PR), and contribute to the 
Corporate Social Responsibility (CSR) programme.

7.1: Making the 

placement work 

for you

7.2: Public relations

7.3: Corporate social 

responsibility
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• How feedback can 
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7.2: Public relations

Page 49

Offering high quality work experience placements can be a good way to engage with and 
support the local community. 

Not only does this promote a positive image to customers and prospects, setting the 
organisation apart from its competitors, it can raise the profile of an organisation and its 
brand(s), beneficial both for the bottom line, and also for recruitment and retention of a 
motivated workforce. 

Demonstrating organisational commitment to offering good quality work experience by 
achieving independent external accreditation can further increase PR opportunities, 
demonstrated by many businesses which meet the national Work Experience Quality 
Standard. 

Case Study 13 –

North Warwickshire & 

Hinckley College

Case Study 11 –

Southway Housing 

Trust

Case Study 12 –

Blackpool Council: 

Chance to Shine

!

• Work Experience 

Quality Standard
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responsibility

External 

References/Links:

http://www.fairtrain.org/quality-standard
http://www.fairtrain.org/quality-standard
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7.3: Corporate social responsibility

Page 50

Corporate Social Responsibility, or CSR, is an organisational initiative to 
assess and take responsibility for the organisation’s effects on the 
environment and impact on social welfare, promoting positive environmental 
and social change. 

Offering high quality work experience opportunities to support the 
community within which an organisation is based is one way to achieve 
objectives set in this area, and demonstrate a positive social impact. 

Case Study 14 –

Genesis Housing 

Association

!

• Definition of 

corporate social 

responsibility

7.1: Making the 

placement work 

for you

7.2: Public relations
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http://www.investopedia.com/terms/c/corp-social-responsibility.asp
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Section 8: The End of the Placement – What’s Next?

Page 51

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

8.2: Applying for the Work Experience Quality Standard (Page 54)

8.1: The end of placement – what’s next for training providers (Pages 52 – 53) 

and employers? 
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8.1: The end of the placement

Page 52

Once the work experience placement has come to an end, and the final review meeting has been conducted, is that it?

Training providers can work with the learner following the work experience placement to:

• review the learning points whilst they are still fresh;

• reflect on skills and abilities learned, and ensure that these are highlighted within the CV;

• consider whether career aspirations have changed in light of the placement;

• identify any gaps in skills or knowledge needed to pursue the next step into a career of their choice.

What’s next for training providers?
8.1: The end of the 

placement

8.2: Applying for the 

Work Experience 

Quality Standard

Training Providers

next page
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8.1: The end of the placement

Page 53

Employers can also consider any next steps they may be able to implement:

• ensure that the end of placement review has taken place, and constructive feedback has been given to the learner 
highlighting positive achievements and thanking them for their time;

• encourage the learner to provide their own feedback, both on the work experience placement design and management, 
to assist with future placements, and also on areas of the organisation which would benefit from their view point;

• write a reference, highlighting skills and knowledge they have learned whilst on placement within the organisation, and 
any transferable skills they have demonstrated;

• provide assistance with CV writing, interview preparation and networking opportunities;

• make available any information on opportunities within the organisation, such as Apprenticeships or other vacancies, 
and assist the learner in the application process;

• promote the benefits of good quality work experience to other employers, to increase the quantity and quality of work 
experience placements available to young people.

What’s next for employers?
8.1: The end of the 

placement

8.2: Applying for the 

Work Experience 

Quality Standard

Employers

previous page
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8.2: Applying for the Work Experience Quality Standard

Page 54

Fair Train is a national charity which exists to promote high quality Apprenticeships, traineeships and work experience 
opportunities for young people. Fair Train has a number of Employer Engagement and Skills Coaches able to offer free and 
impartial advice to organisations looking to set up and develop a high quality work experience programme. Fair Train 
manages the national Work Experience Quality Standard accreditation, which recognises those organisations offering good 
quality work experience and managing risk effectively. 

Website: www.fairtrain.org

Telephone: 0247 610 1004

Email: enquiries@fairtrain.org

• Work Experience 

Quality Standard

8.1: The end of the 

placement

8.2: Applying for the 

Work Experience 

Quality Standard

External 
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http://www.fairtrain.org/quality-standard
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9. How to incorporate real life maths and English into the placement

Page 55

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

9.1: How to incorporate real life maths and English into the placement (Page 56)
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9.1: How to incorporate real life maths and English into the placement

Page 56

A work experience placement is one of the most ideal places to bring maths and English to life. Some learners often 
struggle in a traditional classroom environment, failing to see the relevance of concepts learnt from a text book, 
consequently becoming demotivated and disengaged from their learning. Learning outside the classroom offers real life 
opportunities for learners to see how these concepts are applied in practice, often experiencing the “click” required to 
embed understanding and engage with the subject. 

Good work experience placements will incorporate a variety of occasions for learners to experience real world learning in 
the areas of maths and English. 

Return to 

section 5.2

Employers could consider a range of opportunities for 
incorporating the use of English language into a work 

placement

For maths, the possibilities are also endless, and could 
include:

• Designing an informational leaflet to promote a business

• Producing an article about the work placement for 

publication in the company magazine

• Writing a report to the departmental manager on the key 

goals achieved within the work experience placement

• Creating a new webpage

• Sending a memo to another department to request stock

• Responding to a customer enquiry via email

• Creating a budget for a new training course in manual 

handling techniques for workers within the factory

• Producing an invoice for a customer

• Calculating floor areas to estimate property values

• Checking a purchase order matches a goods received note

• Calculating dimensions in the manufacture of new products

• Calculating quantities for recipes in a restaurant… or 

cement on a building site

9.1: How to 

incorporate real 

life maths and 

English into the 

placement
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10. Supporting SEND young people

Page 57

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

10.1: Supporting young people with SEND (Page 58)
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10.1: Supporting young people with SEND

Page 58

Whilst most people recognise the need for young people to gain real work experience, currently 

only one in four employers offer it. This number is even lower for young people with a Special 

Educational Need or Disability (SEND). 

Youth unemployment is a major problem, yet those with a learning difficulty and/or disability (LDD) are more than twice as 

likely to be ‘not in education, employment or training’ (NEET) than those without. For these young people, the need for good 

quality work experience – which allows employers to provide a young person with an introduction to working life – has never 

been greater.

However, many employers are reluctant to offer such work placements for fear of not having the right skills to provide 

support to the learner. This is usually a perceived barrier, with reality being far less complex than anticipated. 

Most training providers will have specialist mentors to support both the employer and the learner. For example, National 

Star college learners have assigned personal job mentors who work with the intern and the employer, helping them settle 

into their placement and only step back once they are confident of their role and the work involved. 

Training providers will also be able to provide you with a detailed background of each learner, highlighting their capabilities 

and areas where they may need additional support. Staff are able to give advice and support to employers to help plan 

suitable work experience placement opportunities, and in turn employers benefit from diversifying their workforce. 

• Rexworthy, J. 

Natspec News –

Winter 2014

• Ofsted (2011) 

Progression Post-

16 for Learners 

with Learning 

Difficulties and/or 

Disabilities

Case Study 15 –

Derwen College

!
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section 3.4
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11. Other considerations

Page 59

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

11.1: Applying for the Work Experience Quality Standard (Page 60)

11.2: Other considerations (Page 60)
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11.1: Approaching placements of different lengths

Page 60

The definition of a work experience placement is very broad. A work experience placement may last for 2 or 3 days, giving a 
taster of a particular area of work, perhaps as part of a range of placements, to help identify suitable career paths. A 
traineeship placement may last between six weeks and five months, and an internship may last for a year. Apprenticeships, 
which offer a form of work experience albeit learners have “employed status”, can take between one and four years to 
complete. Other more informal work experience placements can last anything in between. 

The approach to all placements is relatively similar – consider the overall objective of the placement (which will be 
proportionate to the time available), and split this into manageable goals or tasks, which may form part of a wider project. 

So, for a two week work experience placement, a project involving reviewing and re-writing the social media plan to attract 
more customers from the 16-25 age bracket may be sufficient. For a year-long graduate placement with the objective of 
providing a well-rounded basic training in all aspects of the business, the placement may involve a month of general 
induction activities, followed by seven or eight month-long placements within different departments, each with their own 
objective and tasks, concluded by a three month project of corporate significance involving work across all departmental 
areas.

Return to 

section 2.1

Return to 

section 5.2

11.2: Other considerations

Whilst you may have a general idea of a placement programme based upon past experience or organisational need, try and 
allow some flexibility within the plan to enable it to be tailored. For example, allowing time within the programme to support 
the learner to undertake a project linked to a particular aspect of their course, if required. Work with the training provider in 
advance of the placement to identify any areas of particular support which could be built into the work experience 
programme to help contextualise prior learning.

11.1: Approaching 
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lengths

11.2: Other 

considerations
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12. Key sources of information

Page 61

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

12.1: Key sources of information (Pages 62 - 63)
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12.1: Key sources of information

Page 62

Study Programmes

DfE website:

16-19 Study Programmes – Departmental Advice (August 
2014)

(https://www.gov.uk/government/publications/16-to-19-
study-programmes-advice-on-planning-and-delivery) 

Ofsted website:

Transforming 16 to 19 Education and Training: The early 
implementation of 16 to 

19 study programmes (September 2014)

(http://www.ofsted.gov.uk/resources/transforming-16-19-
education-and-training-early-implementation-of-16-19-
study-programmes) 

Work Experience

Fair Train website: (www.fairtrain.org) 

Work Experience Quality Standard – general

(http://www.fairtrain.org/quality-standard)

Work Experience Quality Standard – framework for 
employers

(http://www.fairtrain.org/quality-standard/the-frameworks)

Work Experience Quality Standard – framework for training 
providers

(http://www.fairtrain.org/quality-standard/the-frameworks)

Continue to next page…
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DfE website

16-19 Study Programmes: Work experience (October 2013) 

(https://www.gov.uk/government/publications/post-16-work-experience-as-a-part-of-16-to-19-study-programmes) 

Work Experience Readiness Checklist (aimed at schools and colleges) (October 2013)

(https://www.gov.uk/government/publications/post-16-work-experience-as-a-part-of-16-to-19-study-programmes) 

Health and Safety Executive website

Work Experience

http://www.hse.gov.uk/youngpeople/workexperience/index.htm
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http://www.hse.gov.uk/youngpeople/workexperience/index.htm
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Page 64

Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

13.1: Checklist 1 – Planning and preparation (Pages 65 – 67)

13.2: Checklist 2 – Induction (Pages 68 – 70)

13.3: Checklist 3 – Ongoing support (Pages 71 – 73)

13.4: Checklist 4 – Making the experience meaningful (Pages 74 – 75)

13.5: Checklist 5 – Motivation and recognition (Page 76)

13.6: Checklist 6 – Making the placement work for you (Page 77)

13.7: Checklist 7 – The end of the placement – what’s next? (Pages 78 – 79)
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13.1: Checklist 1 – Planning and preparation
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Working in partnership: employers and training providers

Employers

Have you selected a training provider to work with?

• Is it is important that they are based in your local area so that you are able to support young people from your 

local area?

• Would it be useful to select a training provider based upon their sector specialism, to ensure a continual supply 

of talent to support your recruitment and selection?

Training providers

Have you recruited a variety of employers to best support the needs of your learners:

• small, medium, large?

• private, public, not-for-profit sectors?

• different geographical areas (rural to urban)?

• range of products and services?
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13.1: Checklist 1 – Planning and preparation cont…
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Aims and objectives

Employers 

Have you considered what you hope to gain from offering a work experience placement?  For example:

• are you looking for a regular supply of new talent to diversify your workforce? 

• are you keen to benefit from increased PR to improve your profile within the local community? 

Training providers

Have you thought about what type of work experience you are looking for? For example:

• a short taster for learners who may not be clear on a particular career path?

• something longer term and more customised to give a young person the chance to apply skills and knowledge 

in a real life setting?

Have you produced a simple fact sheet covering:

• what should the learner expect?

• what can the employer expect in return?
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Gaining support

Employers

Have you identified a senior manager to champion work experience within your organisation?
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13.2: Checklist 2 – Induction

Page 68

Matching aspirations

Employers

Have you been clear about what work experience placements you are able to offer, and any that you are not?

Have you included a discussion on aspirations within the induction plan?

Training providers

Have you discussed aspirations with your learners and matched them with suitable work experience vacancies?

Managing expectations

Employers

Have you created a checklist of managing expectations topics to cover during the induction, including:

• time keeping;

• dress code;

Training providers

Have you undertaken a pre-work experience transition session with learners, covering workplace expectations, 

including:

• time keeping;

• dress code;

• use of mobile phones;

• language?

• use of mobile phones;

• language?
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13.2: Checklist 2 – Induction cont…
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Goals and objectives

Employers

Have you agreed SMART goals and objectives with your learner during the induction?

Training providers

Have you provided a checklist for the employer of particular work experience opportunities which may be useful 

for the learner?
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13.2: Checklist 2 – Induction cont…
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Standards and support

Employers

Have you outlined to the learner the support available during the placement, such as:

• who will the learner report to within the workplace? 

• how can they interact with other young people within your organisation?

• are you able to assign a mentor?

• are there any other areas of support you are able to offer, for example assistance with CV writing or practice 

interviews?

Training providers

Have you provided a template checklist of standards in the workplace, based on previous experience, covering 

areas including:

• dress code;

• acceptable language in the workplace;

• use of mobile phones during working hours;

• start and finish times, and how breaks and lunchtimes 

are managed;

• punctuality;

• telephone standards.
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13.3: Checklist 3 – Ongoing support
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Review and feedback

Employers

Have you built in regular reviews? These could include:

• progress against overall objective, and short term goals;

• which aspects of the placement are going well?

• which aspects of the placement are more challenging, and is there anything which can be done to assist 

in this area?

• review of expectations, if required;

• feedback to the learner on both their practical skills, and general employability skills;

• opportunity for the learner to feedback on practical or wider organisational topics which may be of 

interest;

• opportunity to ask the learner to review a specific area of interest. 

Training providers

Have you discussed the importance of review meetings with the employer, and suggested the frequency?
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13.3: Checklist 3 – Ongoing support cont…
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section 1.1

How feedback can help your organisation

Employers

Have you listed the areas where feedback from young people would be valuable? Some ideas include:

• using social media marketing to attract and engage a younger customer group;

• how to recruit and retain talented young people to diversify the existing workforce;

• how to improve work experience placements in the future;

• how young people could contribute to learning in different departments.

Assigning a mentor

Employers

Have you considered how you may be able to provide mentor support to work experience learners? Ideas include:

• including it in your training and development plan to grow your skills internally;

• working with another employer partner to provide a reciprocal mentor system;

• working with your local college or training provider to enlist the support of external mentors.
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Page 73

Peer support

Employers

How could you encourage young employees to be involved in the work experience programme? For example:

• could you train them to become workplace mentors, thereby also increasing their own skills and abilities which 

can be used more widely within the organisation?

• how are lunch and breaks organised? Are there opportunities for young people to meet and mix?

• do you promote any employee activities before or after work, such as clubs and societies, which could be 

extended to work experience learners?

• could you create a young people focus group to gain feedback on particular organisational issues, and invite 

employees and work experience placement learners to take part?

Training providers

Have you considered how to address this key transition issue well in advance?

• could you arrange for work experience learners to meet up during their placement to share their experiences 

and provide informal support to each other? 

• have you worked with the employer to consider this issue early on, and provided examples of how this is done 

in other organisations?
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13.4: Checklist 4 – Making the experience meaningful
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Planning a project 

Employers

Have you designed the placement as an overall project, with individual elements covering different core areas or 

skills to be developed?

Have you thought about how maths and English are used within your workplace, and incorporated these ideas 

into the project to help the learner to develop their Functional Skills/GCSE?

Training providers

Have you provided the employer with some context to the course which the learner is following?

• what subjects are they covering during the course? 

• how do they link to real life workplaces? 

• what is their level of Functional Skills/GCSE, and how may the employer be able to assist with putting these 

into real world context, to demonstrate relevance and applicability? 

Return to 

section 1.1

next page

13.1: C1 – Planning 

and preparation

13.2: C2 - Induction

13.3: C3 – Ongoing 

support

13.4: C4 – Making 

the experience 

meaningful

13.5: C5 - Motivation 

and recognition

13.6: C6 – Making 

the placement 

work for you

13.7: C7 – The end 

of the 

placement –

what’s next?



Sub-section menu:

Contents 

Page

Main Menu: 1. Introduction 2. Planning and Preparation 3. Induction 4. Ongoing Support 5. Making the Experience 

Meaningful

6. Motivation and 

Recognition

7. Making the Placement 

Work for You

8. The End of the 

Placement – What’s Next?

9. How to incorporate real life maths 

and English into the placement

10. Supporting SEND 

young people

11. Other 

considerations

12. Key sources of 

information
13. Checklists 14. Case 

Studies

13.4: Checklist 4 – Making the experience meaningful cont…
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Careers information and advice

Employers

Does the placement include a session on CV writing?

Are you able to organise mock interviews with the learner? 

Training providers

Have you undertaken some pre-placement work with your learners to help them understand the range of careers 

support they can access whilst undertaking their placement?

Have you undertaken some networking practice with learners?

Have you supported learners to develop a checklist of questions to ask whilst on placement, e.g. 

• pros and cons of different job roles 

• career prospects available within the industry, etc.?
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Motivation and recognition

Employers

Have you considered ways in which you can encourage motivation, e.g.:

• ensure the placement matches the aspirations of the learner as far as possible, and develop tailored work 

experience placements where possible;

• create a varied placement role, with opportunities to develop a number of areas of skills and knowledge, to 

try and avoid monotony;

• show a direct link from the work placement role to the wider business, to give some context to the role and 

show the learner how they fit in with the overall success criteria for the organisation;

• try and build in a level of autonomy, giving the learner responsibility for a particular piece of work;

• ensure that the activities within the placement challenge the learner. 

Have you considered a variety of ways in which the learner’s contribution can be recognised?
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13.6: Checklist 6 – Making the placement work for you
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Public relations

Employers

Have you considered how you might maximise PR opportunities?

Corporate Social Responsibility (CSR)

Employers

Does work experience contribute to your organisational CSR policy?
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The end of the placement – what’s next?

Employers

Have you provided constructive feedback to the learner highlighting positive achievements and thanking them for their 

time?

Have you encouraged the learner to provide their own feedback on the work experience placement design and 

management, to assist with future placements?

Have you encouraged the learner to provide their own feedback on areas of the organisation which would benefit from 

their view point?

Have you provided a reference?

Have you provided assistance with:

• CV writing?

• interview preparation?

• networking opportunities?

Have you made available any information on opportunities within the organisation, such as Apprenticeships or other 

vacancies, and assisted the learner in the application process?

Have you promoted the benefits of good quality work experience to other employers?

Have you considered gaining the national Work Experience Quality Standard accreditation to demonstrate your 

commitment to high quality work experience opportunities?
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The end of the placement – what’s next?

Training providers

Have you worked with learners to:

• review the learning points whilst they are still fresh?

• reflect on skills and abilities learned, and ensure that these are highlighted within the CV?

• consider whether career aspirations have changed in light of the placement?

• identify any gaps in skills or knowledge needed to pursue the next step into a career of their choice?

Have you considered gaining the national Work Experience Quality Standard accreditation to demonstrate your 

commitment to high quality work experience opportunities?
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14. Case studies
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Click on the section below for the content you want to see, when in that section use the navigation on the left-hand side.

14.1: Case study 1 – Rathbone (Page 81)

14.2: Case study 2 – Derbyshire County Council (Page 82)

14.3: Case study 3 – Aspire 4U (Page 83)

14.4: Case study 4 – New Starts (Page 84)

14.5: Case study 5 – Spirit Pub Group (Page 85)

14.6: Case study 6 – Star Bristo (Page 86)

14.7: Case study 7 – Spirit Pub Group (Page 87)

14.9: Case study 9 – Genesis Housing Association (Page 89)
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National training provider Rathbone recently supported a number of employer partners to gain 
the Work Experience Quality Standard accreditation.

Rathbone

• Work Experience Quality Standard

“High quality work experience for young people is of paramount importance to Rathbone. All of our staff and 

volunteers are committed to helping young people achieve their goals, and we are proud to have been accredited with 

the national Work Experience Quality Standard, which recognises the high quality work experience programme which 

we offer to our learners. It made sense to extend this philosophy, and support some of our employers to achieve the 

same high standard. This was a key business decision for us.”

Mark Bennington, Director

Employer Based Training, Marketing and Employer Engagement
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Derbyshire County Council has enlisted the support of its Chief Executive to champion the 
value of work experience throughout the organisation. 

Derbyshire County Council

“The Chief Executive of the Council is a very big supporter and ambassador of the work experience and 

Apprenticeship programme, and he ensures that he is available for every induction.” 

Steve Smith, Senior HR Consultant
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Aspire 4U, a Birmingham-based not-for-profit events management organisation, undertakes a skills audit with all new 
placement learners to ensure the best possible fit with the work experience opportunity available. Where there is no suitable
opportunity to match a learner’s needs, they signpost to other organisations. 

Aspire 4U
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New Starts, a Midlands charity, interviews all prospective placement candidates and logs their aspirations on their online 
portal system. They take account of these aspirations, alongside the learner’s skills, past experience, etc. in order to design 
and tailor a work experience placement as much as possible. Not only does the learner benefit from a more relevant 
placement, the organisation also gains from engaged and enthused placement learners. 

New Starts
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Spirit Pub Group issues all its work experience learners with Teen Spirit, a comprehensive guide outlining what they will 
experience throughout their placement. 

Spirit Pub Group
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Star Bistro, run by National Star College and The Wiggly Worm charity, was created to give real and valuable work 
experience to people with learning and physical disabilities. Open to the public, Star Bistro has won numerous awards and 
has gained a reputation for its high standard of food and service. 

Star Bristo
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Kathryn Rudd, National Star Principal
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For Spirit Pub Group, employing young people is a vital part of their business model, and it is important to support work 
experience learners to settle in quickly. To do this they implement a buddy system, so that learners are not left unsupported. 
The company has found that this improves efficiency, and it also enables the learner to get a full picture of the hospitality
sector. 

Spirit Pub Group
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A recent placement learner at Nottingham Trent University was greeted with a fully mapped out programme containing 
opportunities which included a project to design the new library flyer using state of the art graphics software, a chance to 
undertake some market research with learners on the proposed café area, and a meeting with the vice chancellor to 
question him about his future vision for the university. The learner found her preconceptions about the placement and its 
relevance turned on their head, literally, when she was offered a session with another work experience learner on the 
university climbing wall. 

Nottingham Trent University
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At Genesis Housing Association, learners attend workshops on CV writing and interview preparation to help them develop 
their employability skills further. Genesis also gives their learners the chance to apply for Genesis vacancies through an 
internal vacancies page on their intranet, Genie. All learners are looked at as potential talent that can be developed further 
to become permanent Genesis staff therefore learners are always given time to apply for vacancies with support from the 
Enterprise, Employment and Training Team. Apprentices on longer work placements are given a transition period, usually 
within their last six months, to start preparing for their newly chosen career path regardless of whether they decide they 
want to continue their career at Genesis or move on to another organisation.

Genesis Housing Association
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Within Southway Housing, all work experience placement learners are offered advice and support on creating an up to date 
CV to showcase their skills, are signposted to employment opportunities, and are given time off to attend interviews. 

Southway Housing Trust
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Southway Housing has a Welfare Reform Working Group, which exists to maximise opportunities for local housing 
residents, directly supporting them to improve their employability skills and move into employment. 

Southway Housing Trust
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The Chance to Shine project run by Blackpool Council offers out-of-work Blackpool residents the opportunity to gain up-to-
date work experience across a range of Council departments, from both blue and white collar occupational areas.  If 
successful, participants gain a useful reference to add to their CV, and continue to receive support in responding to job 
vacancies. Over 100 placements have been organised within the first 12 months, with almost 50% of people going onto 
achieve paid employment with various employers including the Council.

Blackpool Council - Chance to Shine project
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North Warwickshire and Hinckley College works in partnership with a number of local employers to meet its commitments to 
providing work experience placements for learners as part of its 16-19 study programmes. Recently accredited at Gold level 
with the Work Experience Quality Standard, the college has worked in partnership with Fair Train on a number of PR 
opportunities, promoting the value of high quality work experience, and gaining recognition for its own achievements. 
Articles have appeared in national and local press, as well as key sector publications such as FE Week.

North Warwickshire and Hinckley College

Return to 

section 7.2

• Work Experience Quality StandardExternal References/Links:

14.1: Case Study 1

14.2: Case Study 2

14.3: Case Study 3

14.4: Case Study 4

14.5: Case Study 5

14.6: Case Study 6

14.7: Case Study 7

14.8: Case Study 8

14.9: Case Study 9

14.10: Case Study 10

14.11: Case Study 11

14.12: Case Study 12

14.13: Case Study 13

14.14: Case Study 14

14.15: Case Study 15

http://www.fairtrain.org/quality-standard


Sub-section menu:

Contents 

Page

Main Menu: 1. Introduction 2. Planning and Preparation 3. Induction 4. Ongoing Support 5. Making the Experience 

Meaningful

6. Motivation and 

Recognition

7. Making the Placement 

Work for You

8. The End of the 

Placement – What’s Next?

9. How to incorporate real life maths 

and English into the placement

10. Supporting SEND 

young people

11. Other 

considerations

12. Key sources of 

information
13. Checklists 14. Case 

Studies

14.14: Case study 14

Page 94

Genesis Housing Association has a very strong Corporate Social Responsibility policy, and the ethos 
runs throughout the organisation, work experience being no exception.

Genesis Housing Association

“The housing sector can provide a wide range of work experience and volunteering opportunities, from office work to 

gaining valuable on-the-job learning in construction, housing management and care and support just to name a few.

At Genesis, we are really committed to providing high quality work experience placements, Apprenticeships and training 

opportunities to young people and residents: this aligns closely with our social purpose of ‘building better futures’ in the 

communities we serve and our values of customer focus, partnership working and ensuring Genesis is a great place to 

work.

In many cases, the skills, learning and confidence gained through work experience can lead the way into a really fulfilling 

career both in the housing sector and beyond: in the last two years Genesis has provided opportunities to over 200 

people through employment, training, work experience and volunteering. Over the next year, we’ll be building on this 

achievement by expanding our Apprenticeship programme and rolling out a business-wide work experience framework, 

which offers access to even more learning and development opportunities across Genesis and in our communities.”

Sarah Connelly, Enterprise, Employment and Training Programme Manager 

Genesis Housing Association
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Derwen College, in Shropshire, is a residential college for young people with learning difficulties and disabilities. The 
college celebrated during national Work Experience Week 2014 by holding a thank you event for all of the employers with 
whom staff work in partnership to offer placements for young people, from Premier Inn to Gobowen Station Café.

Derwen College

• National Work Experience Week
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