
[image: image1.png]NORTHDALE

GROWING TOGETHER




NORTHDALE HORTICULTURE

POLICIES AND PROCEDURES
WORK EXPERIENCE
Introduction
Work Experience is the short-term placement of a student with a host employer, to provide the student with insights into the industry and the workplace in which they are located. Work Experience placements with Northdale Horticulture should provide students with a meaningful, relevant, and practical experience of working with vulnerable people.
Policy Statement
The provision of Work Experience opportunities is an important public relations exercise for Northdale Horticulture and one that may provide opportunities to attract applicants to future positions both as employees and volunteers.
Scope
The scope of this policy is to outline the extent of the Work Experience placements accepted by Northdale Horticulture and the responsibilities of the Employees, Volunteers, and participants in the placements.
Definitions
For the purposes of this Policy the term Work Experience is used as a collective term for the following:
Work Experience Programmes.   These are programmes that are arranged as part of a recognised programme or course of study and include school, college, or university Work Experience programmes.
Voluntary Work Experience.   This occurs when a person volunteers their services without pay, for the purpose of improving their work-related skills.  Voluntary Work Experience does not form part of a recognised Work Experience programme.
Community Service.   Community Service placements are those arranged as:

· A community volunteering component of structured secondary school programme
· A recognised award programmes such as the Duke of Edinburgh Award
· Unpaid work at the direction of the Courts and Tribunal Service. 

Eligibility
Northdale Horticulture will not accept applications from participants under 15 years of age; all Work Experience participants must be aged 15 years or over 

Secondary school Work Experience placement students should be in Year 10 or higher.
Placements for Tertiary students will only be considered where it is a course requirement of the relevant Tertiary institution. 

A placement is not confirmed until Northdale Horticulture has been provided with the appropriate Work Experience documentation, including a copy of the participant’s supervising establishment guidelines and a copy of their insurance policy.
Number of Placements
Northdale Horticulture will provide as many opportunities for Work Experience as it can reasonably accommodate and supervise without compromising the operation of its services.

The number of placements available may be limited to ensure that each participant is provided with a safe, relevant, and meaningful experience. 

It is at the discretion of Northdale Horticulture as to whether a request for a Work Experience placement is accepted or declined.
Responsibilities
Northdale Horticulture’s Responsibilities.   Northdale Horticulture is responsible for:

· Providing a safe and healthy working environment for Work Experience participants free of bullying and harassment
· Supervising secondary school students at all times during their Work Experience placement

· Comply with Data Protection legislation with regards to storage of records pertaining to the Work Experience placement
· Appropriately determining whether or not a Work Experience participant can be accommodated
· Ensuring that the relevant terms and conditions relating to the placement are agreed between Northdale Horticulture and the participant’s educational institution or programme coordinator prior to confirmation of the placement

· Allocating an appropriate responsible person to supervise the student and ensure that they are always supervised
· Ensuring that the requirements specified by the participant’s educational institution or programme coordinator are met by developing a structured placement programme schedule

· Providing appropriate orientation and induction that includes Health and Safety requirements and that participants are advised of and comply with the Charity’s Policies and Procedures

· Notifying the relevant institution, where appropriate, of any concerns regarding the participant immediately they become apparent

· Notifying the relevant institution of any absences

· Maintain records of the participant’s attendance, complete any required appraisals of the participant’s performance during the period of placement and meet any other reporting requirements related to the placement
· Providing the appropriate Personal Protective Equipment when required
· Providing a course of formal Induction.
Work Experience Participant’s Responsibilities.   Work Experience participants are responsible for: 

· Providing Northdale Horticulture with documentation from the relevant institution to demonstrate the placement is an approved part of a relevant programme or course of study and that they are covered by the insurance policy of that institution 

· Complying with Northdale Horticulture’s Policies and Procedures and the lawful instruction of supervisors; noncompliance may result in the termination of a placement 

· Contacting Northdale Horticulture as soon as practicably possible, should they be unable to attend on any day 

· Discussing any issues or concerns relating to the activities assigned to them with their designated supervisor 

· Ensuring that they are appropriately attired taking into consideration the nature of the duties, occupational health and safety requirements and contact with the public 

· Commence and finish work at the agreed times, unless otherwise specified by the relevant manager or supervisor.
Applications
All requests for Work Experience placements must be on the Application Form at Annex A and are to be accompanied by the appropriate documentation from the relevant educational institution or organisation.  Northdale Horticulture will assess all requests to determine whether the placement can be accommodated and supervised appropriately without compromising the operation of its services.  To determine suitability for placement, applicants may be required to attend an interview.
Duration of Placement 
The duration of a placement is dependent on the type of Work Experience programme and Northdale Horticulture’s ability to accommodate the request within its operational requirements. To ensure appropriate supervision, the hours for placements will be arranged for weekdays between 9am and 4pm. Requests for placements that include evening and weekend hours are generally unable to be accommodated.
Confirmation of Placement 
Applicants who are accepted for a placement will have the dates and attendance hours confirmed along with where to report to on their first day and the details of their supervisor for the duration of the placement.
Assessment 
Northdale Horticulture must be provided with the expected reporting and assessment requirements for Work Experience placements at the time of application.  A copy of any written reports and/or assessments will be retained by Northdale Horticulture.
All Teachers/Lecturers/Supervisors of Work Experience placements visiting the participants in the workplace must do so by appointment with Northdale Horticulture.
Travel Arrangements
The position of Northdale Horticulture, located along a fast road between Yafforth and Northallerton, has required the Charity to consider the potential risks associated with individuals traveling to and from its premises.  The Charity’s Risk Assessment Policy precludes all Service Users and Work Experience placements under 18 from walking or cycling to and from its premises and all Volunteers and members of Staff are strongly discouraged from doing so.
Payment 
Northdale Horticulture has a policy of not paying student participating in Work Experience placements.
Training Requirements

All Staff and Volunteers involved with Work Experience Placements will be given appropriate training where necessary.

Related Policies and Procedures
Abuse of Clients

Code of Behaviour

Confidentiality, Record Keeping & Access to Information

Equal Opportunities

Equality and Diversity

Grievance Procedure
HASAW

Provision and Use of Work Equipment

Risk Assessment
Safeguarding Vulnerable People.

Annex
A.
Work Experience Application Form.
Intentionally Blank
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NORTHDALE HORTICULTURE

POLICIES AND PROCEDURES

WORK EXPERIENCE APPLICATION FORM

CONFIDENTIAL WHEN COMPLETED

About the Person Making the Referral

Coordinator/Teacher:   ………………………………………………………………………………………………………….

Organisation/School:   ……………………………………..……………………………………………………………………

Address:   ……………………………………………..………………………………………………………………………………

………………………………………………………………………………………   Postcode:   …………………………………

Telephone Number:   …………………………………..……………………………………………………………………….

Email: ………………….……………………………………………Mobile Number: ..........................................
About the Applicant

Student’s Name:   ……………………………………………………………………………….…………………………………

Start Date:   …………………………………….………   Finish Date:   …………………………………………………….

Date of Birth:   ………………………………………..

Emergency Contact Telephone No:   ................................................................................………..

Contact Person:   ………………………………………………………………………………………………………………….. 

Medical Conditions:   …………………………………………………………………………………………………………….

Any Known Allergies:   …………………………………………………………………………………………………………

Because of the nature of work at Northdale Horticulture it is in most cases necessary for a person working here to have a current injection.

Date of last tetanus injection …………………………………….

About the Placement

Please indicate the proposed days of attendance:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	


Number of Weeks:   …………………………………………

Any areas of interest that the student would like to explore whilst undertaking the work experience (See Note 1):   

………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………

Travel Arrangements (See Note 2) ………………………………………………………………………………….

The details of the proposed work experience have been confirmed and agreed by:

Signed:   ……………………………………………………  Print Name:   …………………………………………………..

Position:   ………………………………………………….  Date:   ……………………………………………………………..

Notes
1.
If appropriate the applicant will also need to complete an Authority to Use Work Equipment Certificate in accordance with the Provision and Use of Work equipment Policy and Procedure.

2.
Work Experience placements under 18 are precluded from walking or cycling to Northdale Horticulture’s premises.
Confidential when Completed
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Induction Form

	Name
	

	Work Experience Start Date
	

	Northdale Staff Member 
	

	
	

	Management has Student been: -
	Yes/No
	Initials

	
	
	Northdale
	Student

	Given a tour & overview of Northdale
	
	
	

	Advised of where to sign in/out


	
	
	

	Introduced to all Staff

	
	
	

	Given a timetable to follow


	
	
	

	Advised of Fire Procedure


	
	
	

	Advised of Fire Assembly Point


	
	
	

	Advised of who are the First Aiders and their location
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