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1. INTRODUCTION

Each year Leaving Certificate Vocational Programme and Transition Year students from St Clare’s

Comprehensive go on work placements and enjoy the opportunity to not only learn about the world

of work and explore possible career options but also to actively develop skills for future enterprise

and employability.

These work placements are, for many students, the highlight of their school year where they may

have the opportunity to gain a real insight into the challenges and opportunities of work. Schools

and students rely on the willingness of employers to provide work placement opportunities and

employers play a pivotal role in the success of these work experience programmes.

2. BENEFITS TO THE EMPLOYER

Work placements provide many opportunities and benefits to both employers and students. Those
most commonly cited by employers are:

· Influencing the quality of future employees: employers can help improve the quality
and preparedness of young people coming onto the labour market;

· Development of recruitment channels: building links with local schools can help to
attract school leavers into jobs and can reduce recruitment costs;

· Brand awareness: work placements are often formative for students and discussed
frequently with peers. A work placement significantly impacts on their awareness of the
brand and values of the organisation, which will be shared with others;

· Influencing career choices: many employers report that work placements are the ideal
way of raising the profile of career opportunities within their organisation and, in some
cases, of dispelling unwarranted stereotyped views;

· Raising the community profile: many employers attach importance to raising their
profile in the community. Work placements provide a valuable means of creating a positive
image amongst students, teachers, parents and employees;

· Creation of staff development opportunities: the process of policy development,
planning, implementation, monitoring and evaluation of work experience programmes gives
scope for employees to develop their management and coaching skills, and widen their
experience;

· Increased motivation of employees: companies participating in education-business link
activities have found that such activities increase the motivation of their employees;

· Understanding changes in the education system: closer liaison with schools helps
employers to improve their understanding of modern learning processes and current
educational qualifications, and enhances their relationship with teachers.



3. EMPLOYABILITY SKILLS AND COMPETENCIES

Some examples of each are provided below along with some examples of tasks which would assist in

developing and assessing these competencies:

Personal Skills:

Independence - allow the student to perform tasks with minimum help or approval, or without direct

supervision.

Learning - provide some work related training and opportunities to learn. Watch for an interest in personal

learning and development. Encourage questioning and assertiveness.

Dependability - offer tasks that require a degree of responsibility.

People Skills:

Active Listening - Watch to see if full attention is being given to what other people are saying, if they take

the time to understand the points being made, asks questions as needed, and does not interrupt

inappropriately.

Team Membership - If possible assign some of the students’ time to join in on group work, and encourage

participation where appropriate.

Respect - encourage interaction with people from diverse backgrounds and different levels of authority

within the organisation. Do they take the feelings, needs, thoughts, wishes and preferences of others

(including other cultures and races) into consideration, and give them worth and value.

Task Skills:

Time Management - offer opportunities to manage their time efficiently. e.g. punctual clocking in/out,

achieve tasks on time, allocate appropriate time to record information and finish what is started.

Computer Skills - encourage the use of a computer to write and print documents, and use email programs.

Provide basic training on any in-house computer systems. Encourage them to prepare a report on their

placement, or conduct some internet based research, etc.

Customer Focus - If appropriate, allow the student to engage with customers and learn how to develop an

understanding and concern for customers’ needs.



4. ROLES AND RESPONSIBILITIES

4.1 School roles and responsibilities:

· Assess the suitability of students to partake in each placement (placements are offered at the

individual employer’s discretion)

· Ensure the work placement is suitable for the student in question and be satisfied that the student will

not be exposed to foreseeable risks of injury or harm. ( as above)

· Name a person who acts as the school’s contact in supervising and coordinating the work placements. (

detail on employer’s consent form)

· In advance of the work placement, brief students on: (Induction in week one)

- the aims of the work placement

- his/her responsibilities while on work placement

- acceptable standards of behaviour

- the types of activities he/she is not to partake in

- the procedures to follow should he/she have any difficulties while on work placement

- disciplinary procedures

· Define the learning outcomes of the placement in terms of knowledge, skills and competencies to be

acquired and to give host employer information on objectives and requirements set for the placement.

· Ensure that action is taken immediately if a complaint has been made by the host employer or the

student.

· Ensure that host employers have all necessary documentation in place e.g. Safety statement, risk

assessments, insurance etc.  (it is not feasible for teachers to meet this requirement from a practical

perspective)

· Inform the host employer of any medical conditions which may affect the safety and health of the

student while on work placement. ( this is the responsibility and duty of the parent/guardian)

· Provide the host employer with emergency contact details. (this is the responsibility and duty of the

parent/guardian)



4.2 Host employer roles and responsibilities:

· Provide a safe workplace environment and appropriate supervision for the student.

· Assign tasks and responsibilities to students to match their ability and learning objectives and ensure

that appropriate equipment and support is available.

· Not to permit the student to partake in any task that requires additional skills or specialist training.

· Ensure that tasks the student is involved in are adequately risk assessed and the necessary controls

implemented. This duty is no more onerous than the everyday requirement for employers to risk assess

employee activities. While a school continues to have responsibility for students on work placement, the

host employer has the same responsibilities for their safety and health whilst the student is on an

employer’s premises.

· Ensure that an induction is provided to the student.

· As some students undertaking work placement will be under the age of 18 years and in some cases,

may be under 16 years, host employers should ensure that they are aware of their responsibilities under

the ‘Protection of Young Persons (Employment) Act 1996’.

· Ensure that the work placement fulfils the needs of the student.

· Have an adequate safety statement and insurance cover in place. · Immediately report any accidents

involving the student to the school.

· Alert the school of any potential problems with the placement.

· Complete a work placement evaluation form at the end of the placement.

4.3 Student roles and responsibilities:

· Students are responsible for obtaining their own work placement. However, if a student has difficulty in

finding a suitable work placement they should contact the school.

· Abide by the rules and regulations of the host employer, its normal working hours, code of conduct and

rules of confidentiality, etc.

· Take care of your own safety and health, and that of others who may be affected by your actions.

· Ensure all relevant forms are completed in consultation with the school and the host employer.

· Not to partake in any activities that require specialist training.

· Following instruction, use any safety equipment that has been provided and take part in relevant

training.

· Raise any safety and health concerns with the host employer and school contact person and inform

them about any accidents or illness which you think may be work related.



5. HOW WORK EXPERIENCE OPERATES IN St Clare’s Comprehensive School:

5.1 Applications

Students are encouraged to find their own work placement in an organisation external to St Clare’s. The

Work Experience teacher and/ or programme coordinator contacts the employer following the student’s

organising of the placement. This is done through an Employer Consent Form which is completed by the

employer and returned to the school by the student. This form gives the details of the employer and the

employment as well as the nature of the work to be carried out by the student while on placement.

5.2 Placement details

All placement details for both TY and LCVP Work Experience placements are recorded on the Employer

Consent Form.

5.3 Insurance

Leaving Certificate and Transition Year students are insured under the State Claims Agency insurance

details, which should be filed for reference. ( see below)

The State Claims Agency (SCA) confirms that St. Clare’s Comprehensive School will be indemnified by the

State in respect of all claims for personal injury and third party property damage, arising from the

negligence of St. Clare’s Comprehensive School, its servants and/or agents. This indemnity is in respect of

personal injury and/or third party property damage which may arise as a result of the students and/or

schools negligence.( Check for exclusions for certain types of work.)

State indemnity is enshrined in legislation and is not subject to change or renewal unless there is a change

in legislation.  The State Indemnity Confirmation Statement can be provided as confirmation of indemnity,

in lieu of an insurance policy and is unlimited in amount. There is no requirement to name third parties  in

the confirmation statement as this indemnity is set out in legislation. Also as State indemnity is enshrined in

legislation, the State indemnity Confirmation Statement does not stipulate a period of cover as it is

effective from the date issued.

5.4 Format

· Leaving Certificate Vocational Programme (LCVP) students require a one week (five school days

placement).  The time period selected is usually at the discretion of the LCVP core team who fix the Work

Experience Module dates.

Transition Year students complete a two-week continuous placement in one block.  This placement

generally takes place in mid-November.  Students may elect to obtain two different placements or may

decide to carry out the two-week block in the same place.

The two-week placement block time period is usually at the discretion of the TY core team who fix the

Work Experience Placement Module dates.



Attendance

LCPV  & TY students present an Employer Assessment form to the employer at the outset of the week of

work experience.  This form is completed by the employer and returned to the student at the end of the

five /ten working days.  The student brings this form to his/her LCVP teacher or TY tutor  on the return to

school.  Attendance during the placement is marked on this assessment form and serves as a record of

student attendance.

If a student intends to be absent from his/her work experience placement on any  given day, it is the

responsibility of the student and parent/s to inform the school, and the LCVP teacher/ LCVP Coordinator or

TY tutor  /Coordinator of this intended absence in advance.  This should be done through the school office

and also through Google Classroom for teacher and coordinator access.

5.6 Absence from work

The student on work placement is required to notify the school and the employer/ mentor of a pending

absence from work experience. Medical appointments and illnesses need to be explained by way of

medical certification. The parent/guardian must  contact the school to notify them of a student absence.

5.7 Payment

The employer is not required to make any payment to the student during work experience. This is indicated

to students in the lead-up/ preparation time  for the Work Experience Module.

Should an employer decide to offer a student payment for work carried out during the Work Experience

Placement, it is done at the employer’s own discretion.

5.8 Monitoring

As part of the monitoring process, the student’s teacher will contact the student’s employer during their

work experience.

5.9 Recording - during the course of the work experience, LCVP students are required  to

maintain a diary of their work experience so that they can reflect on the learning points when they return

to school. This Diary of Work Experience is an important component of the LCVP Portfolio which forms 60%

of the LCVP assessment process.

5.10 Feedback

We ask employers to provide feedback to the student on completion of their work experience placement.

This record is the responsibility of the student and must be presented at school on the return to school.

LCVP  and TY students obtain an Employer Assessment form from the employer at the end of the five/ten

day placement period.  Attendance, evaluation and feedback from the employer is outlined on this form.



6. HEALTH AND SAFETY

While St Clare’s Comprehensive School continues to have responsibility for students on work

experience, the employer has the same responsibilities for their health, safety and welfare whilst the

student is on an employer’s premises.

As most students undertaking work experience will be under the age of 18 years and in some cases,

may be under 16 years, employers facilitating work experience should review the relevant sections of

the ‘Protection of Young Persons (Employment) Act 1996’ to ensure compliance.

In general, the Act prohibits the employment of children under the age of 16. However, employers

can take on 14 and 15 year olds as part of an approved work experience or education programme

where the work is not harmful to their safety, health, or development.

There are also some limitations around working hours, rest breaks, night time work etc. which apply

to those 17 yrs. and under.

In taking steps to ensure the safety of students while on work experiences an employer should:

Assess the Risks - in advance of any work experience student starting, the employer should identify

any risks associated with the placement and minimise these were possible. Take into account that

these young people are likely to be inexperienced, unaware of health and safety risks and physically

or emotionally immature.

They should not be required to operate any hazardous machinery or work in hazardous

environments as their short placements would not allow sufficient training.

Appropriate supervision - young people will be facing unfamiliar risks from the job they will be

doing and from their surroundings and are therefore likely to need more supervision than adults.

Good supervision will also help you to get a clear idea of their progress in the job and to monitor the

effectiveness of their training.

Induction - ensure any initial briefing/training that the student receives on commencing their work

experience covers the important elements of your health and safety policy including:

• identifying any risks associated with their work experience or their presence on your premises

• ensuring that the students receive appropriate instructions about the tasks they are to perform and

company safety regulations including the wearing of protective clothing or equipment

• advise on systems for dealing with accidents and emergencies. If the student is absent for any part

of the placement or any incident or accident occurs, you should immediately notify the school.

Contact details are provided on commencement of the placement.

Host employers must notify the school immediately of any accidents which occur during work

placements.

St Clares Comprehensive School will ensure that the normal accident reporting procedures are

followed and ensure that the student’s parents are made aware of the incident.



SIGNATURE:……………………………………………………………..

**The following letters can be adapted to suit both LCVP and TY Programmes:

1. General letter to parents

2. Principal’s letter to employers

This Policy was ratified by the BOard of Management 12th October 2021



1st September 2021

Dear Parent/Guardian,

I write to you in advance of the Work Experience Module for the Leaving Certificate
Vocational Programme, which will be carried out on the following dates: 15th, 16th, 17th,
20th and 21st December 2021.

The Work Experience Module aims to introduce students to the world of work and its various
responsibilities.  It is hoped that students will gain insights into an adult working environment
and become more aware of the demands made by such an environment.

One of the most important aims, however, of work experience in the L.C.V.P., is to aid
students in relation to career choice.  Therefore, it is emphasised to students that the work
experience placement should be obtained, if possible, in an environment which reflects the
student’s career interests, if known.  Such placements are most valuable to students in that
they may confirm an interest in a specific career area, or indicate to the student that he/she is
not sufficiently interested in, or suited to, the career in question.  In many instances, an
individual simply may have an unrealistic view of a particular career.  Obtaining a placement
in that career area may dispel any misconceptions of the career and ensure that the student is
redirected to a more suitable career path.

In addition, students will undertake a diary of work experience. This assignment will form an
important component of their L.C.V.P. portfolio and as such, is one of the highly marked
pieces of work submitted at the end of L.C. year. The Diary of Work Experience highlights
the significance of, and the learning gained from, your son/daughter’s work experience, thus
the necessity to obtain a relevant and meaningful placement.

In this context, it is hoped that parents/guardians will discuss areas of career interest with
students and help them to find a suitable work experience placement that will best reflect
their career aspirations and aid them in completing the L.C.V.P. portfolio.

I trust your son/daughter will derive much benefit from participating in the forthcoming Work
Experience Module.

It is expected that students going on Work Experience will follow all public health and safety
advice in relation to Covid-19: the wearing of masks, hand washing, social distancing and the
use of hand sanitizer.

Yours faithfully,

Regina Fahey (Link Modules Coordinator) Maeve Kelly ( Principal)



1st September 2021

Re: Work Experience Placement for the Leaving Certificate Vocational Programme

Dear Employer,

On behalf of the school community of St. Clare’s Comprehensive School, I write to thank
you for your provision of a work experience placement for one of our students.
Thanks to your generosity of time and good will, that student will obtain direct experience of
the world of work and an adult working environment with its attendant duties and
responsibilities.  This active learning experience is paramount in preparing students for the
future and also for participating in the Leaving Certificate Vocational Programme.

We look forward to future links between our school and your business or organisation, and
wish you every continued success.

Yours faithfully,

Maeve Kelly ( Principal)


