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	SELF-FOUND PLACEMENT FORM


	SCHOOL/COLLEGE:
	
	REF NO.
	


	STUDENT:
	It is your responsibility to make sure that all sections of this form are complete.  If any part is incomplete then your application will not be accepted.

	PARENTS/GUARDIANS:
	E2W and the Employer must be informed of all relevant information regarding the learner to enable that an effective health & safety assessment can be made of the placement.

You must ensure the employer is fully aware of all relevant information regarding the learner to enable them to carry out an effective risk assessment and put control measures in place for the safety of the learner and staff.

	EMPLOYER:
	This is an approved form for learner work experience and is a valid approach from a learner which has the support of the school/college.  Please complete the employer placement details. You will be contacted in due course by a placement officer from E2W.  Please make sure you have EMPLOYERS LIABILITY INSURANCE, without this the placement will not go ahead.  Thank you for offering work experience.


	PLACEMENT DATES:
	                                          TO            
	NO. OF CONTACT DAYS:
	 

	STUDENTS NAME:
	
	YEAR GROUP:
	


	NAME OF COMPANY/ORGANISATION:
	

	CONTACT NAME:
	MR / MRS / MISS / MS / DR:

	ADDRESS INCLUDING POSTCODE:
	

	TELEPHONE NO. / MOBILE:
	

	EMAIL ADDRESS:
	

	EMPLOYERS
LIABILITY INSURANCE DETAILS:

(THIS COVERS ALL EMPLOYEES OF THE COMPANY AND IS NOT THE SAME AS PUBLIC LIABILITY)
	INSURANCE CO.


POLICY NO. 


EXPIRY DATE

	BRIEF JOB DESCRIPTION OF WORK TO BE UNDERTAKEN:



	DOES THE LEARNER HAVE ADDITIONAL NEEDS?

PLEASE PROVIDE INFORMATION REGARDING THE LEARNERS ADDITIONAL NEEDS:


	YES/NO
	DOES THE LEARNER HAVE ANY HEALTH ISSUES?

PLEASE PROVIDE INFORMATION REGARDING THE LEARNERS HEALTH ISSUES:


	YES/NO

	EMPLOYERS SIGNATURE:

PRINT NAME:

DATE:
	PARENT/CARERS SIGNATURE:

PRINT NAME:

DATE:

	E2W USE ONLY:


WORK EXPERIENCE PROGRAMME

Thank you for offering Work Experience to local schools/colleges. Please ensure that you notify E2W of any changes to the placement. 
We would also like to draw your attention to the following:
· We recommend that all employers notify their insurance companies/brokers of their intent to offer Work Experience to students. This is in accordance with advice received from the British Insurers Association. If you agree to take a student on Extended Work Experience over a longer period of time please check that your insurance covers the total period of the placement.
· If there are any issues arising whilst the student is on placement with you e.g. student absence including sickness, misbehaviour or student requesting time off from the placement please contact the Work Experience Co-ordinator of the school/college concerned immediately.
· You are required by law to protect children from harm and that employees are required, under the Criminal Justice and Court Services Act, to declare that they are disqualified from working with children.
· Please ensure that staff and supervisors:
- are aware of Health & Safety and Child Protection requirements 
- raise any safeguarding issues immediately – please contact the school immediately if any young person discloses confidential information that gives rise to concern
- are aware of any prohibited areas of work that are relevant to the placement.
Useful information can be found at:-
CEC-Safeguarding-v5a.pdf
· In the unfortunate event of an accident or incident please inform the school/college immediately. If the incident is reportable under RIDDOR there is an online service to record and submit details. This can be found at:-
http://www.hse.gov.uk/riddor/report.htm 

· Please ensure that all students are given an induction at the start of their placement.
· For further information on Work Experience Health & Safety please use the following link on the HSE website:- 
https://www.hse.gov.uk/young-workers/employer/work-experience.htm
GDPR
Education 2 Work will be what’s known as the ‘Controller’ of the data you provide to us. The only data we collect is the data you have provided in relation to the work experience placement you have offered i.e. your name, supervisors name, work contact telephone numbers, company address and H & S details relating to the work experience placement offered.  We do not pass on your data to other parties that are not involved in the work experience placements you have offered. We will only pass your details on to schools/students regarding offering further work experience opportunities with your permission.

Why we need your data
We need to know your data in order to carry out a health & safety work experience check in relation to the work experience placements you have offered. We will not collect any personal data from you we do not need in order to provide and oversee this service.

What we do with your data
All the personal data we process is kept safely secured and used only for the purpose of the work experience placement(s) you have offered and is not passed on to any other parties not involved in the process.

Your support in providing these placements is very much appreciated by the school or college, the learners involved and E2W - Education to Work.
E2W Contact Details: Louise Dunn 07930612178
E2W
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