
 

Work Experience 
Placement Policy 

This policy has been developed to ensure that that we capture all necessary information when 
supporting students in completing WEX placements through the Lewisham Borough Scheme.  The 
scope of this policy does not cover student teachers who are at the school on planned placements. 
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1. Introduction to Work Experience Placements 
1.1 Work experience introduces young people to the work environment and can be a 

valuable part of their education.  

1.2 John Ball wants to actively support these placements, recognising the importance this 
bring to a pupil’s educational experience. 

1.3 This guidance supports the administrative processes involved in hosting these 
placements.   

2. Roles and Responsibilities 
2.1 The Headteacher and Deputy Headteacher are responsible for: 

- Engaging in training to support WEX (work experience) placements 

- Ensuring clarity of expectation is achieved for both the school and student on 

placement 

- Appointing and coaching staff members to be reliable and suitable WEX coaches 

- Communicating openly with WEX Lewisham and individual schools regarding their 

students and placements 

- Seeking advice from Lewisham Borough in the event of a situation which is not 

resolvable through the scope of this policy 

 

2.2 The WEX Administrator is responsible for: 

- Collecting the data required prior to the start of the placement 

- Ensuring that records are destroyed following placements (as per data retention 

policy 

- Delivering a short induction to support the students in beginning their placements 

(see Appendix 3) 

- Corresponding with secondary schools and WEX placement coordinators in other 

settings to request and supply information as required. 

- Speaking with the leadership team to arrange and facilitate WEX placements. 

 

2.3 The Named Contact is responsible for: 

- Ensuring the student has a positive experience at John Ball School 

- Providing appropriate tasks for the WEX student to complete, in relation to the job 

descriptions in Appendix 2. 

- Ensuring that the student does not work in any environment which could be 

considered as unsafe 

- Acting as a coach, supporting the student in achieving well during their placement  

- Supporting a reflective conversation at the end of the placement 

- Filling in any paperwork from WEX/the home setting to ensure the student has a 

record of their placement and achievement 
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3. How are placements arranged? 
3.1 Placements can be sourced in one of two ways: 

- Through a student directly approaching John Ball (known as an ‘own find’ placement) 
- Through WEX Lewisham or schools approaching John Ball School. 

 

3.2 All placements will have a named staff member responsible for the placement.  This will 
be a member of the leadership team.   

3.3 Placements can be offered in the following areas of the school: 
-  EYFS as a learning associate (responsible staff member: EYFS phase leader) 
-  KS1 as a learning associate (responsible staff member: KS1 phase leader) 
-  KS2 as a learning associate (responsible staff member: KS2 phase leader) 
-  Office as an administrator (responsible staff member: School Business Manager) 

3.4 Before the start date, a WEX Placement Form must be completed (Appendix 1) 

3.5 A student cannot start a work experience placement without emergency contact and 
medical information (obtained through the WEX placement form).  This data will be 

Initial 
contact

• WEX Administrator: Pupils 
contact the school dedicated 

email address

WEX 
placement 

form

• Students requested to complete 
WEX form

Confirmation
• DHT confirms placement 

with office who will 
contact student

Staff 
members 
informed

Induction

• On day 1, the WEX 
administrator will meet 
students and administration 
team will complete a short 
induction

Placement
• Named contact: The named 

contact is responsible for the 
placement at this point.

Reflection

• Following the 
placement, students 
will have an 
opportunity to reflex 
with their mentor 
(named contact)
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securely stored for the duration of the WEX placement and securely destroyed 
thereafter. 

4. Induction 
4.1 On the morning of the first day of placement, WEX students must be informed of the 

following: 

- Fire processes (where to find individual room information) 

- Lockdown processes (NB: we will not provide a copy of this policy to student, to 

support the integrity and security of the fine details of this policy) 

- First aid information  

- Safeguarding information (who is the DSL and what is their role?) 

- Who their named contact is 

- They will be given an information sheet for their reference (Appendix 3) 
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5. Appendix 1: WEX Placement Form 

 
The information provided on this form will only be kept for the duration of your 

placement. 

 

Personal Information 

Name:  

D/O/B:  

Current school:  

Form and tutor:  

Form tutor’s contact 

information: 

 

 

Placement information 

Start date:  

End date:  

 

Emergency Contact Information 

Main contact name  

Main contact phone number  

Second contact name  

Second contact phone 

number 

 

Do you have any medical 

conditions which we should 

be aware of (asthma, 

anaphylaxis)  

If yes, please provide further information: 
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Please tick the role you 
will be completing whilst 
at John Ball School: 

EYFS Learning 
Associate 

 

KS1 Learning 
Associate 

 

KS2 Learning 
Associate 

 

Administrator  
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6. Appendix 2: WEX Roles: Job Descriptions 
 

John Ball School: WEX Learning Associate 

Learning Associates support teachers and help children with their educational and 
social development, both in and out of the classroom.  

What’s involved? 

 getting the classroom ready for lessons 

 listening to children read, reading to them or telling them stories 

 helping children who need extra support to complete tasks 

 helping teachers to plan learning activities and complete records 

 supporting teachers in managing class behaviour 

 supervising group activities 

 looking after children who are upset or have had accidents 

 clearing away materials and equipment after lessons 

 helping with outings and sports events 

 taking part in training 

 carrying out administrative tasks 
 

To support pupils with particular individual needs, some Learning Associates work one-
to-one, while others work in small groups.  

Experienced and specially-trained Learning Associates can be expected to supervise a 
class for a teacher who is off sick or undertaking training. While every class must be 
allocated a qualified teacher, during these time a Learning Associate would be expected 
occasionally to lead a lesson 

Skills and experience you’ll need 

 An ability to build good working relationships with both pupils and adults 

 Good organisational skills 

 Flexibility and creativity 

 Enjoy working with children 

 Good literacy and numeracy skills 

 Ability to manage groups of pupils and deal with challenging behaviour 

 Patience and a sense of humour 
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7. Appendix 2: WEX Roles: Job Descriptions 
 

John Ball School: WEX Administrator 

At John Ball School, administrators are responsible for providing administrative support 
for the staff across a school. They play a crucial role in the day-to-day life of John Ball 
by providing a wide range of administrative support to keep everything running as 
smoothly as possible. 

What’s involved? 
 
Administrators will be involved in the following: 

 welcoming visitors to the school and dealing with their enquiries 
 answering the phone 
 administration relating to pupil attendance 
 managing email/post 
 using IT systems to draft letters, emails, reports, newsletters 
 monitoring school supplies 
 keeping financial records 
 keeping paper and electronic records up to date 
 using reprographic equipment 
 ordering resources, paying invoices and banking cash 
 sending key educational data about the school to the Department of Education or 

equivalent 
 

Skills and experience you will need 

 excellent spoken and written communication skills 
 methodical and well-organised 
 able to work accurately and pay attention to detail 
 confidence with figures 
 good ICT skills 
 able to relate well with pupils, teachers and parents 
 able to prioritise work 
 sensitivity and understanding 
 to be flexible and open to change 
 to be thorough and pay attention to detail 
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8. Appendix 3: Induction Information Sheet 
 

On the first day of a work experience placement, the following information should be 

discussed and the below induction form filled in. 

Induction Information Form 

Name:  

Current school:  

1, Has the student received 

fire safety information?  This 

should include: 

- Where to find the 

Fire policy 

- Where to find 

emergency exit 

information 

- What to do in the 

event of a fire 

alarm activation 

 

2, Has the student received 

lockdown safety information?  

This should include: 

- What the 

lockdown signal 

sounds like 

- What to do in the 

event of a 

lockdown 

activation 

NB: this policy should not be 

directly shared with any WEX 

students. 

 

3, Has the student received 

information on our First Aid 

arrangements?  This should 

include: 

- Where to find our 

first aid policy 

- Who to contact 

should the 

student require 

first aid 
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- What to do in the 

event of a first 

aid emergency. 

Has the student received a 

briefing regarding the 

safeguarding arrangement in 

the school?  This should 

include: 

- Where to find the 

Safeguarding 

policy 

- Who the DSL and 

DepDSL team are 

- What to do if a 

child discloses a 

concern 

- What to do if a  

 

Does the student know who 

their name contact is? 

This should be their class 

mentor/admin mentor. 

 

 

 

Confirmation Statement 

Name of staff member who 

delivered the induction 

briefing: 

 

Date:  

Sign:  

 

Confirmation Statement 

Name of WEX student:  

Date:  

Sign:  

 

Signature:

Email:
Jacqui Noakes (Mar 25, 2021 13:37 GMT)
Jacqui Noakes
headteacher@johnball.lewisham.sch.uk
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