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1.1 INTRODUCTION 

This booklet offers advice and guidance for managers on the main issues relating to work experience 
placements within Merthyr Tydfil County Borough Council. It is intended to assist line managers in 
establishing structured programmes which generate the maximum benefit for both them and the 
participants.  
 
Work experience offers the participant the opportunity to prepare for the challenges of the 
workplace, develop and hone transferable skills and gain necessary experience in a field which 
interests them for a potential career.  
 
Jobs within the working environment are competitive and work experience can offer advantage, 
especially for students and people who are not in education, employment or training, making them 
more likely to be successful in obtaining employment in the future.   
 
It is also crucial for the Council to provide work experience placements in order to promote itself as 
a potential employer and to establish greater links with the community, schools and colleges.  
 

1.2 WHAT IS WORK EXPERIENCE? 
 
Work experience may be defined as: a placement on the employer’s premises in which a student 
carries out a particular task or duty, or a range of tasks or duties, more or less as would an 
employee, but with the emphasis on the learning aspects of the experience. 
 
The main features of work experience are:  
 

 students in their last two years of school, or students taking post-16 courses, are typical of 
work experience placements, however work experience is also open to adults of any age; 

 

 placements occur on employers’ premises; and 
 

 the vast majority of placements last for one to two weeks, but some can be more varied in 
length as and when is appropriate.  

 
The ‘hands-on’ nature of work experience placements is distinct from ‘work shadowing,’ which 
involves the participant merely observing employees at their particular tasks. 
 
Those under school leaving age may take part only in schemes for which the arrangements have 
been made, as part of a student’s education. 
 
Successful placements rely upon effective communication between the participant, the Workforce 
Development team and the relevant department(s), in order to create a placement which is 
structured and of value, for all involved.  
 

 
 
 
 
 



 

2.1 WHY WORK EXPERIENCE: BENEFITS TO MERTHYR TYDFIL COUNCIL 
 
Work experience placements provide many opportunities and benefits to both the Council and the 
participant.  
 
For the participant work experience is crucial to: 
 
Provide an introduction to the world of work  
Work experience can introduce young people to a working environment and its demands, and also 
re-introduce those who may be long-term unemployed to a workplace, thereby breaking the cycle of 
unemployment.  
 
Enable people to gain an insight into the Council  
Placements will enable people to sample the wide range of possible careers the Council can provide, 
and open eyes to opportunities that they may not have considered previously.  
 
Develop transferable skills and experience  
Work experience develops the skills, qualities and experience which are necessary to obtain 
employment. The Council therefore helps improve the quality and preparedness of people coming 
into the workplace.  
 
 
For the Council, work experience placements bring a range of benefits:   
 
Recruitment channels 
Work experience helps create a pipeline of talent for future vacancies. Also, building links with local 
schools can help to attract school leavers into jobs and can reduce recruitment costs.  
 
Influencing career choices 
Work experience placements can raise the profile of career opportunities within the Council and, in 
some cases, allow greater understanding of job roles that are of greater need; 
 
Promotion of Apprenticeships 
Apprenticeships are becoming increasingly more popular, and well-organised work experience 
placements can enrich students’ general education to help them later move into an Apprenticeship.  
 
Raising the profile within the community 
Work experience placements provide a valuable means of creating a positive image amongst local 
citizens that the Council is committed to investing in, and giving opportunities to, the people it 
serves. 
 
Coaching and mentoring opportunities 
The process of policy development, planning, implementation, monitoring and evaluation of work 
experience programmes gives scope for managers to develop their coaching and mentoring skills. 
 

Increased motivation of employees 
The opportunity for employees to buddy or mentor work experience participants can contribute to 
staff having increased motivation and higher morale, and also develop leadership skills.  
 
New perspectives 
Participants may provide fresh perspectives, as well as providing an additional resource. 



 

3.1 AIMS AND OBJECTIVES 

 
It is important that a work placement is tailored to the individual’s interests and needs in order for it 

to be a valuable experience for all concerned. Therefore, the Workforce Development team will 

work with the line manager in clarifying the aims and objectives for the placement.  

The key principle for supporting participants is to treat them as regular employees, as far as is 

possible to do so, recognising that of course they will need additional coaching and supervision. In 

terms of the content of a placement and the learning which the participant would gain, examples 

could be: 

 To undertake a range of tasks as would an employee; 
 

 To develop and show good understanding of the purpose of the post and how it relates to 
the work of the company; 

 

 To help prepare for working life by learning to meet the appropriate standards of company 
behaviour, for example, time keeping, dress sense, conduct; and 

 

 To appreciate the importance of good health, safety and welfare policy and practice. 

 

 

4.1 PLANNING A SUCCESSFUL WORK EXPERIENCE PLACEMENT 
 
It is important that thorough planning and preparation is undertaken to ensure that the work 
experience placement operates smoothly and that it is valuable to both the participant and the 
service area.  
 
The Workforce Development team will liaise with the line manager and assist in planning a 
successful placement by considering the following things:  
 

 Dates and duration; 

 Location and hours of work; 

 Duties and responsibilities of the post; 

 Dress code and code of conduct; 

 Position regarding Employers’ Liability and Public Liability policies; 

 Significant risks and control measures; 

 Confirmation of any mid-placement visit by a representative of the school if applicable; 

 Name and telephone number of the participant’s line manager;  

 Name and telephone number of the contact at the workplace in case of difficulties. 
 
The line manager also needs to consider whether the participant will need IT access and how they 
will access the building/premises during the placement. Any such necessary arrangements should be 
made before the placement begins.  
 
 
 
 
 



 

THE QUALITY CHARTER 

 
It is crucial that a high quality placement is provided so that the experience is worthwhile and 
valuable for all involved. In order to achieve this objective and ensure best practice, each work 
experience placement should be based around the following key principles:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
4.2 ASSIGNING A BUDDY OR A MENTOR 
 
One significant advantage of work experience placements for a manager’s existing workforce is that 
it provides opportunities for staff to become a mentor or a buddy for work experience participants. 
This will assist in developing leadership and management skills and capabilities in the Council’s 
existing staff, and also contribute to higher levels of staff engagement.  
 
A buddy or a mentor is a key contact for the individual undertaking work experience. Having a buddy 
will enable the participant to settle into the workplace and receive important support, teaching and 
guidance.   
 
   
 
 

A placement is tailored to the participant’s needs and interests; we have an 

understanding of the skills an individual wants to develop and what they wish to get 

out of the experience. 

Tailored 

Support 

Positivity  

Any necessary arrangements for support, supervision and mentoring will be made 

and communicated  

 

The participant will be introduced to the structure and nature of the workplace 

environment, and will be supported to develop transferable skills to assist them in the 

future  

Working Life 

The participant’s success is recognised and celebrated and a positive work experience 

is provided, enabling them to become more confident in their abilities.  

 

Encouragement  
The participant is encouraged to relate their own experience and skills to the 

workplace and to contribute their own ideas. The participant is given open and 

honest feedback about their achievements, and any areas in need of development, if 

possible with advice on how to do so 

Managed 

Expectations  

The participant understands our expectations: for them to be enthusiastic and willing 

to learn, to respect the Council’s values and to abide by any rules.  

The participant is aware of how they will contribute and whether or not there are any 

future job opportunities 



 

4.3 INDUCTION 
 
Before a participant begins their workplace activities they need a structured briefing to prepare and 
set expectations. This also helps identify any key hazards/risks to the person and how they will 
endeavour to reduce or eliminate these risks, before they start work. An opportunity might even be 
offered for the participant to visit the organisation to discuss their placement beforehand. 
 
Managers should be mindful of the fact that the world of work may be unfamiliar to students, and 
also for individuals who may have been out of the workplace for a period of time. An induction is 
therefore very important to ensure they make the most of the work experience placement. Before 
beginning any workplace activities, an induction should cover:  
 

- Introduction to colleagues and the participant’s buddy  
- An overview of the organisation, and the services the department provides  
- A tour of the workplace and facilities  
- Giving of IT access/building access if necessary  
- Guidance on using any specialist equipment  
- Standard workplace practices such as health and safety, security, break times and any other 

specific rules and regulations which must be followed.  
 
If it is a student or school pupil undertaking the work experience placement, then the line manager 
should be made aware of any visits from representatives of the school and of the telephone number 
of a contact at the school in case of accident or emergency. Mid-placement visits can be used to 
monitor and review the placement and to check on students’ progress.  

 
4.4 EVALUATION 
 
Reviewing the progress of tasks and activities with the participant at the end of the placement 
provides the opportunity to recognise the strengths they have shown and skills they have started to 
develop. The line manager can give feedback and some advice for the participant to take away and 
reflect upon.  
 
The Workforce Development team will also ask the participant to provide any feedback, so as to 
ensure the quality of future placements.  
 
In relation to work experience placements undertaken by school students, some schools ask for a 
brief report from the line manager.  The line manager can also ask to see a written report from the 
students. This gives useful feedback which can be used to measure the value of the placement and 
to find out how best to make it more effective for future work experience participants.  
 
 
5.1 CONFIDENTIALITY 
 
Concerns may be raised in relation to confidentiality and work experience placements, however in 
practice, few problems have been found to arise. There may be some posts to which it would be 
preferable not to assign somebody, or a few aspects of work which it would be inadvisable for them 
to see or hear about. It should, however, be possible to plan around this. In most cases, it is enough 
to underline directly to the participant the trust placed in them. 
 



 

 
6.1 HEALTH AND SAFETY 
 
Concerns may also be raised in relation to health and safety of individuals on placements, especially 
in relation to school children. However, the Health and Safety Executive (HSE) make clear that to 
host work experience placements should not be an onerous burden on the employer, and it is the 
effectiveness of the employer’s risk management arrangements that matter. It should be the case of 
course that the risks of the workplace are already being managed, and therefore the manager will be 
best placed to assess whether anything additional is required to host a work experience participant.  
 
Existing risk assessments can be used to cover work experience placements and should be reviewed 
for the participant to check they are appropriate. This is especially the case for example if a 
participant is of a young age, or has specific needs or disabilities. The manager will need to carry out 
further risk assessments if your existing assessments are not adequate for the needs and nature of 
the participant in question.  
 
Consideration of risks and how to control these should be proportionate to the working 
environment.  
 
If the environment contains risks which wouldn’t be familiar to the participant, then the risks will 
need to be managed and can be done by ensuring adequate induction, supervision, site 
familiarisation and the provision of any necessary protective equipment.  
 
In higher-risk environments then the manager will need to consider what the participant will be 
doing and observing, the risks involved and how to manage this. The manager needs to ensure that 
the instruction, training and supervisory arrangements have been properly thought out.  
 
If there are specific factors which need to be managed such as age limits on the use of equipment 
and machinery, exposure to noise and vibration or toxic substances, then the manager should 
already have control measures in place. The manager should consider whether there is a need to do 
anything further to control the risk to the work experience participant.  
 
Existing employers’ liability insurance policies will cover work placements. (???????) 

 
 
7.1 EQUAL OPPORTUNITIES 
 
Merthyr Tydfil County Borough Council is committed to promoting equality of opportunity in 
employment and training for all potential and existing members of staff. 
 
The aim of this policy is to ensure that everyone receives equality of treatment regardless of: 
 
• sex 
• sexual orientation 
• race 
• religion or belief and non-belief 
• welsh language needs 
• age 
• disability 
• whether married or in a civil partnership 



 

• gender identity 
• whether pregnant or on maternity leave 
 
It is important that all participants understand this policy to ensure that within their placement they 
are treated fairly and also respect the individuals within the Council.  

 
7.2 DIGNITY AND RESPECT AT WORK  
 
Merthyr Tydfil County Borough Council is committed to providing a positive environment in which 
employees are treated with dignity, respect and courtesy. 
 
It is important that we make sure all participants understand that all employees of the Authority 
should be able to recognise, challenge and where necessary complain about bullying and 
harassment should it arise, with confidence that their concerns will be treated in good faith and 
investigated fairly and appropriately. 
 
The Dignity and respect at Work Policy will underpin this approach by making it clear that Council’s 
zero tolerance approach to all forms of bullying and harassment in the work place and in any work-
related setting e.g. business trips and work sponsored social events. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

8.1 CHECKLIST FOR EMPLOYER’S BRIEFING TO PARTICIPANTS 
 
This checklist contains some of the points which most commonly arise for line managers to follow. It 
may need to be modified and expanded for individual programmes to suit the participant at the 
time.  
 

GENERAL 
 
Line manager 
Explain who will be in immediate charge of the participant in the workplace and ensure that the 
managers are aware of their responsibilities under health and safety legislation. 
 
Buddy 
Introduce the participant to their buddy/mentor for their placement and what this relationship 
involves.  
 
IT Access  
Give the participant IT log-in details if this will be necessary for the placement, and explain how to 
use the system.  
 
Building Access 
Explain to the participant how they will access the building/premises throughout the placement 
 
Safety policy 
Explain the policy and point out any aspects that apply to the participant in particular. Emphasise the 
importance of any personal responsibilities. 
 
Safety literature 
Distribute and explain any relevant safety literature, taking into account the participant’s age, the 
length of their stay and their likely exposure to hazards.  
 
Key safety people 
Introduce their names, locations and responsibilities. 
 
Prohibited areas 
Describe any areas which the participant must not visit for safety reasons. Tell them why this is so. 
 

WORKPLACE HAZARDS 
 
Machinery 
Explain that the participant must never operate any machine without the permission of the line 
manager. Stress that they must not attempt to repair any machine on their own and that all faults 
must be reported to the supervisor. 
 
Dangerous substances 
Explain the importance of complying with the rules on the handling of chemicals and the advice 
given on container labels as detailed in the Control of Substances Hazardous to Health Regulations 
1999 (COSHH). Stress that the participant must ask the line manager if they are unsure of 
precautions to be taken. 
 
 



 

Lifting heavy and awkward objectives 
Such work should have been assessed under the Manual Handling Operations Regulations 1992. 
Where appropriate, arrange for the participant to be shown the right way to life objects and explain 
why it is important. Correct posture automation and lifting appliances are ways of avoiding injury. 
 
Housekeeping 
Explain the importance of, for example, keeping drawers and cupboard doors shut; safe positioning 
of loose telephone computer cables etc; safe storage of material; keeping the work area clean and 
tidy. 

 
SAFETY PRECAUTIONS 
 
Safe systems of work 
Describe any hazards associated with the work the participant is to do or watch and explain the 
importance of safe working practices. Make sure they get any necessary further briefing they need 
before they move on to something new. 
 
Protective Clothing 
Where applicable, describe what is provided, when and why it must be used and how to make any 
necessary adjustments. 
 
Equipment 
Explain when and why it must be used, where it is kept and how to use it. 
 
Hygiene 
Tell the participant where the lavatories and washing facilities are.  
 

EMERGENCY PROCEDURES 
 
First aid 
Explain the first aid facilities. 
 
Accident procedure 
Explain that all accidents must be reported; that all injuries, no matter how small, must be entered 
in the accident book, where the accident book is kept and to whom the participant should report in 
the event of any accident. 
 
Fire alarm 
Explain what the participant should do if they discover a fire. Describe how they will know if the 
alarm has been raised. 
 
Emergency evacuation 
Explain the procedure for emergency evacuation, including the route to be taken, the use of 
emergency exits, assembly points and reporting procedures. Stress that there should be no running 
during the evacuation. 
 
Finally:  
Check that the participant understands the importance of following the health and safety rules and 
the possible consequences of disobeying them. Stress that if unsure about any aspect they should 
ask the line manager. Tell them who else should be contacted if the line manager is not readily 
available. 


