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FULL COUNCIL REPORT 
 

 

 

 
 
To:  Mayor, Ladies and Gentlemen 
 

Work Experience Scheme  
 
 

1.0 SUMMARY OF THE REPORT 
 
1.1 The purpose of this report is for Council to approve the introduction of a formal work 

experience scheme within Merthyr Tydfil County Borough Council and to approve the 
work experience policy and associated documentation (Appendices 1-6). 

 
1.2 The Council currently hosts work experience placements on an ad hoc, informal 

basis.  This has the result that there is no central management over the process and, 
therefore, the ability to utilise work experience in a strategic manner to aid the 
planning of the Council’s future workforce is limited. 

 
1.3 The proposed scheme will ensure that there is consistency in the planning of, and 

quality of, placements throughout the Council, and fairness and equality with regards 
to who is successful in obtaining a placement.   

 
1.4  The new Work Experience Policy (Appendix 1) has been designed to ensure that 

anybody aged over 14 can apply for work experience via an online application to the 
Workforce Development team within Human Resources.  Workforce Development 
will liaise with both the potential participant and the service area(s) to ensure that 
any placement is tailored to the participant’s needs and interests, and is a valuable 
and planned experience.  

 
1.5 This approach will enable the Council to advertise its work experience scheme, 

which will promote the Council as a career choice to the future workforce, and 
ensure that the Council is seen to provide opportunities for the local people it serves.  
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2.0 RECOMMENDATION that 
 
2.1  The Work Experience Policy and its appendices be approved.  
 
 

3.0 INTRODUCTION AND BACKGROUND 
 
3.1  Work experience is a fundamental tool in workforce and succession planning which 

provides somebody with a short, unpaid placement, which then serves as a taster 
into potential careers within an organisation.  

 
3.2  Work experience is an important way in which fresh talent can be introduced into the 

Council, and the wide range of career pathways available can be promoted.  This is 
especially valuable in areas suffering from an acute ageing workforce issue, or in 
hard to fill roles.  

 
3.3  This Work Experience policy (Appendix 1) is a new policy to ensure that work 

experience placements are high-quality and of benefit to both the participant, and the 
service area(s).  

 
3.4 Currently, the true extent to which work experience occurs within the Council  

cannot be known as it is not a managed process.  Participants currently gain work  
experience opportunities on an ad hoc basis which is often dependent on whom the  
participant speaks to, or already knows, within a service area.  Instead, this new 
policy seeks to ensure that a fair process is set out, ensuring equality of opportunity 
for all. 

 
3.5  Trade Unions have been consulted with regards to this policy and are supportive, but  
  highlighted concerns surrounding confidentiality and the use of work experience  
           placements to replace paid members of staff. 
 
3.6 Therefore, a confidentiality agreement is contained within the documentation.  
 
3.7  It must be emphasised that these work experience placements are short-term and 

unpaid and so are completely distinct to paid employment with full duties.  Work 
experience placements are neither designed nor intended to replace any paid role.  
Instead, work experience acts as a ‘taster’ for interested applicants and will help 
ensure the Council has a workforce fit for the future. 

 
3.8  This policy does not supersede any other specific work experience arrangements or 

policies which may be in place in certain departments, for example social services.  
 

4.0 CONTENT OF THE WORK EXPERIENCE POLICY 
 
4.1 The policy sets out the process for work experience applications, confirming a  

placement, the induction and the end of placement review. 
 
 



4.2 The intention is that the work experience scheme is available to pupils, students, and 
also older members of the community who may be looking to get back into work or 
seeking a career change. 
 

4.3 The policy also emphasises the Council’s role as a corporate parent.  Service areas 
are strongly encouraged to provide placements for the Councils’ children who are 
looked after. 

 
4.4 The policy is framed within the knowledge that the ability of service areas to offer a 

placement will be dependent upon resource.  Service areas are therefore 
encouraged to take at least one placement a year, but to ensure that any placements 
are planned and of a high quality. 

 
4.5 The work experience policy outlines a Quality Charter which all members of staff 

involved with work experience should be conscious of when planning a placement.  
This Charter is based on best practice for work experience and, if followed, ensures 
that a placement is beneficial and worthwhile for all. 

 
4.6 Each department who is able to contribute to the work experience scheme will 

complete a ‘Placement Profile’ template (Appendix 2).  This profile contains 
information as to the department and the work it does, and also provides an 
indication of the potential tasks a work experience participant would undertake.  This 
profile is a crucial tool in advertising the wide range of opportunities on offer within 
the Council, which is especially valuable for hard to fill areas. 

 
4.7 A placement will then be applied for online and the Workforce Development team will 

receive notification.  If necessary, the applicant will be contacted for further 
information, to ensure that a placement can truly be tailored to their needs. 

 
4.8 The Workforce Development team will liaise with the requested service area to see if 

they are able to provide a placement.  It may be the case that to fulfil the needs of 
the applicant, and to assist with concerns regarding resources, a placement 
comprises time spent in more than one service area.  There may be scope to create 
rotational placements which span several departments which are complementary to 
one another. 

 
4.9 A detailed process map of the application process can be found at Appendix 3.  

 
4.10 Once the service area(s) have confirmed they are able to accept the applicant, then 

a Placement Agreement (Appendix 4) is sent to the applicant, which contains a 
confidentiality agreement and is also where any necessary parental consent is 
obtained.  

 
4.11 The service area(s) is then responsible for the planning and delivery of the 

placement, including the induction, a checklist for which is provided within the Work 
Experience Guidance (Appendix 5). 

 
4.12 Upon completion of the placement, as a final hallmark of quality, the manager should 

complete an ‘End of Placement Review,’ a template for which is provided (Appendix 
6).  The intention is that this can provide the participant with feedback to inform their 



future endeavours, and also allow the participant to provide any recommendations 
as to how to improve the placement in the future. 

 
4.13 Managers should also take this opportunity to give the participant any advice as to 

how to progress in the field, and whether there are any career opportunities within 
the Council in the future.  

 
4.14  The Work Experience policy has as its core aims a consistent and transparent 

approach which can facilitate high quality placements for participants, and to become 
a feature of service areas’ workforce plans.  

 

5.0 FINANCIAL IMPLICATIONS 
 
5.1 There are no financial implications associated with this report. 
 

6.0 INTEGRATED IMPACT ASSESSMENT 
 

6.1 Positive 
Impacts 

Negative 
Impacts 

Not 
Applicable  

1. Merthyr Tydfil Well-being 
Objectives 

  
4 of 4 0 of 4 0 of 4 

2. Sustainable Development 
Principles - How have you 
considered the five ways of 
working: 

 Long term 

 Prevention 

 Integration 

 Collaboration 

 Involvement 
 

5 of 5 0 of 5 0 of 5 

3. Protected Characteristics 
(including Welsh Language) 

 
2 of 10 0 of 10 8 of 10 

4. Biodiversity 
 

0 of 1 0 of 1 1 of 1 

Summary: 
The main positive impacts are enabling local people of all ages to gain valuable work 
experience, enhancing their employability and skills.  The proposal positively 
compliments and will help fulfil the Council’s Well-being Objectives and the 5 Ways of 
Working.  
 
No negative impacts have been identified.  
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Does the report contain any issue that may impact the Council’s 
Constitution?  
 

No 

 
Consultation has been undertaken with the Corporate Management Team in respect 

of each proposal(s) and recommendation(s) set out in this report.  
 


