
 

 

Salesian   Secondary   College  

Policy   Governing   the   Management   of   students   on   Work   Experience  

Mission   Statement.  

The  mission  of  the  Salesian  Secondary  College,  Pallaskenry,  is  to  provide  the  best  possible               

educa�on  based  on  Chris�an/Catholic  values  in  partnership  with  parents  and  within  a  caring              

community.  This  school  incorporates  the  characteris�cs  of  Salesian  Educa�on  as  prac�sed            

by   St.   John   Bosco   in   his   “Preven�ve   System”.   

In   order   to   achieve   this   we   aim   to   provide   opportuni�es   for   students   to:  

1.  gain  skills,  knowledge  and  understanding  that  will  be  of  las�ng  value  throughout             

their   lives;  

2.  develop  each  individual’s  talents  to  the  level  of  his/her  personal  poten�al  for  the              

benefit   of   Community   and   Society;  

3.  develop  the  characteris�cs  appropriate  to  a  member  of  a  Chris�an  community,            

including  those  of  mutual  respect  and  concern  for  others,  irrespec�ve  of  race,  colour,              

gender   or   creed;  

4.  promote  the  physical  and  emo�onal  well-being  of  students  by  developing           

self-esteem,   personal   responsibility   and   the   ability   to   live   and   work   with   others;  

5.  work   with   staff   commi�ed   to   these   ideals.  

 
Defini�on.  

For  the  purpose  of  this  policy,  the  phrase  “work  experience”  placement  refers  equally  to  “work                

experience”   and   “work   shadowing”   placements.  

  



Ra�onale.  

This  policy  was  developed  in  order  to  provide  a  context  and  a  direc�on  for  the  management  of  work                   

experience  programmes  for  students  of  Salesian  Secondary  College.  Such  programmes  a�empt  to             

introduce  pupils  to  quality  work  experience/work  shadowing  within  a  supervised  framework  that             

provides   learning   objec�ves   and   assessment   as   well   as   realis�c   and   posi�ve   feedback.  

 

Scope.  

This  policy  applies  to  all  students  of  Salesian  Secondary  College  as  they  go  our  on  work  placements  /                   

shadowing.  It  also  applies  to  students  of  the  college  who  undertake  work  experience  programmes  in                

the   college   itself.  

 

Stakeholders.  

The  following  stakeholders  are  involved  in  work  experience  programme  in  Salesian  Secondary             

College.  

1. Insurance   –   Willis   Insurance   Brokers   /   Alliance  

2. Parents   /   guardians  

3. Pupils  

4. TY   Programme   co-ordinator    /TY   Team  

5. Guidance   teacher  

6. Deputy   Principal  

7. Principal  

8. Board   of   Management  

9. Employers  

 

Responsibili�es.  

School   Management.  

● School  personnel  are  bound  by  Child  Protec�on  Procedures  for  Primary  and  Post             

Primary  Schools  2017  and  teachers  are  bound  by  the  Code  of  Professional  Conduct              

for   Teachers   2012   and   the   Children   First   Act   2015.  



● The  Board  is  responsible  for  ensuring  that  school  policy  reflects  appropriate            

guidelines   around   Garda   ve�ng   and   Child   Protec�on   Procedures.  

● The  Principal  and  Senior  Management  Team  are  responsible  for  enabling  the            

Placement   Coordinator   to   follow   the   guidelines   of   this   policy.  

● The   Principal   is   responsible   for   informing   the   college   insurers   of   placements.  

 

The   Placement   Coordinator  

Work  experience  placements  occur  in  5 th  Year,  LCVP  and  Transi�on  Year.  In  addi�on,  some  students                

will  seek  to  arrange  placements  in  prepara�on  for  college  applica�ons.  In  every  case,  a  coordina�ng                

teacher  will  play  a  role  in  working  with  the  student  before,  during  and  a�er  placement.  This  may  be                   

the  Transi�on  Year  Coordinator  or  a  member  of  the  TY  team,  the  LCVP  or  Business  teacher  or  the                   

Guidance   Counsellor.  

The   placement   coordinator’s   role   is   to:  

● To   ar�culate   the   purpose   of   work   experience  

● To   integrate   work   experience   into   the   Transi�on   and   Fi�h   Year   Programme  

● To   ensure   all   stakeholders   are   informed   about   work   experience  

● To   keep   documenta�on   of   work   experience   clear,   coherent   and   consistent  

● To   prepare   pupils   prior   to   placement  

● To   monitor   pupils   when   they   are   on   work   experience  

● To   debrief   pupils   a�er   work   experience  

● To   assess   work   experience   at   pupil,   employer,   parent/guardian   and   teacher   levels  

● To   build   evalua�on   into   the   work   experience   programme  

● To  acknowledge  employer  assistant  and  ensure  employers  receive  feedback  from  the            

school   when   work   experience   concludes  

 

Parents/   Guardians.  

● Parent  /  Guardians  are  responsible  for  ensuring  that  their  son  /  daughter  is  enabled               

to   travel   safely   to   and   from   his   /   her   placement  



● Parent  /  Guardians  are  responsible  for  ensuring  that  he  /  she  is  dressed  appropriately               

(in  terms  of  professional  /  health  and  safety  a�re)  and  that  any  failure  of  the                

employer   to   supply   safety   equipment   or   clothing   is   no�fied   to   the   school  

● The  Parent  /  Guardian  is  responsible  for  ensuring  that  the  student  has  packed  lunch  ,                

where   this   is   necessary.   

● Parents  /  Guardians  also  have  a  responsibility  to  report  any  ma�er  of  concern  which               

their  son  /  daughter  raise  concerning  the  placement  with  the  school,  and  to  allow               

school  authori�es  to  address  these  concerns  directly  with  the  employer.  Parents/            

Guardians   are   asked   NOT   to   address   any   grievance   directly.  

 

The   student.  

● The  student  has  a  responsibility  to  uphold  the  good  name  of  Salesian  Secondary              

College,   to   remember   that   they   represent   the   school   and   his   /   her   family.  

● She  /  he  is  required  to  commit  to  the  tasks  assigned  to  him  /  her  wholeheartedly  and                  

posi�vely   and   to   contribute   posi�vely   where   he   /   she   can  

● He  /  she  bears  the  responsibility  of  repor�ng  concerns  about  the  placement  to  a               

parent  /  guardian  or  to  the  school  directly.  The  student  has  NO  responsibility  for               

addressing  concerns  himself  /  herself  and  is,  in  fact,  prohibited  from  doing  so  in  the                

first   instance.  

● She  /  he  is  responsible  for  seeking  to  understand  the  culture  of  the  organisa�on               

where  the  placement  occurs  and  to  observe  and  understand  interpersonal           

rela�onships  in  the  workplace.  This  par�cularly  refers  to  acceptable  prac�ces  in  the             

workplace,  including  the  use  of  a  mobile  phone  and  other  personal  technology,             

taking   breaks,   chewing   gum,    use   of   foul   language   etc.   

● The  student  may  have  many  ques�ons  about  the  requirements  which  the  employer             

will  have  of  him  /  her.  These  ques�ons  should  be  asked  as  soon  as  is  prac�cable,  if                  

not   before   the   placement   commences.   

● Although  a  work  placement  is,  by  its  nature,  a  learning  experience,  the  student  is               

responsible  for  presen�ng  himself  /  herself  in  a  way  that  might  be  considered              

“professional”   in   an   adult,   to   the   best   of   his   /   her   ability,  



● He  /  she  is  responsible  for  his  /  her  a�re,  grooming  and  personal  hygiene  during  the                 

placement.  

● He   /   she   is   responsible   for   the   security   of   his/   her   personal   belongings.  

 

The   employer.  

The  College  is  grateful  to  all  employers  who  offer  placements.  School  authori�es  are  hopeful               

that  placements  fulfil  the  objec�ves  of  the  programme.  Where  this  is  not  the  case,  the                

College  hopes  to  liaise  with  the  employer  to  improve  the  placement.  The  College  reserves               

the   right   to   end   the   placement,   if   terms   con�nue   to   be   unsa�sfactory.  

There   is   no   obliga�on   on   the   employer   to   compensate   the   student   on   placement.  

 

Aims   and   Objec�ves   of   Work   Experience.  

1. To   develop   job   seeking   skills  

2. To   understand   the   many   elements   in   working   life  

3. To   obtain   knowledge   of   a   chosen   career  

4. To   observe   and   experience   professional   rela�onships   in   the   workplace  

 

Organisa�on   of   the   work   placement.  

1. There   are   3   weeks   work   experience   for   Transi�on   Year   and   1   week   for   Fi�h   Year   students  

2. A  le�er  is  sent  to  each  parent/guardian  to  inform  them  when  work  experience  will  take                

place.  

3. Work  experience  is  organised  collabora�vely  by  both  students  and  teachers  involved  in  the              

programme  

4. The  list  of  work  experience  pupils  and  their  placements  is  given  to  the  Principal  in  advance  of                  

the   commencement   of   the   work   experience   placement  

5. All  employers  will  be  contacted  by  the  students  in  advance  of  the  start  of  the  placement,                 

along  with  the  school’s  insurance  le�er.  This  le�er  will  also  document  the  school’s  ra�onale               

for   work   experience  

6. All   pupils   should   meet   with   their   employer   the   week   before   work   experience   commences  



7. All   employers   are   contacted   mid-week   by   a   teacher   where   the   pupils   progress   is   documented  

 

NOTES  

● Salesian  Secondary  College  strongly  encourages  students  not  to  work  with  a  family  member              

or   in   an   exis�ng   part   �me   job   and   we   make   our   wishes   known   to    parents   /guardians.  

● When  possible,  all  foreign  na�onal  pupils  will  be  paired  with  a  na�ve  pupil  for  work                

experience.  

● Employers   are   made   aware   of   pupils   with   special   educa�onal   needs.  

● No  pupil  will  work  on  a  construc�on  site  or  with  a  tradesman  unless  they  are  over  16  years                   

of   age   and   have   completed   a   Safe   Pass   course  

● A  pupil  who  obtains  work  experience  in  a  hospital  or  nursing  home  must  complete  a  manual                 

handling   course   if   their   du�es   include   li�ing   pa�ents.  

● Salesian  Secondary  College  has  ra�fied  its  Garda  Ve�ng  Policy,  Child  Safeguarding  Statement             

and  other  policies  which  have  a  direct  bearing  on  this  policy.  Students  may  require  ve�ng.                

This  is  completed  through  the  school,  in  advance  of  a  placement,  when  parents  /  guardians                

have   supplied   relevant   informa�on   to   the   Placement   Coordinator.  

● It  is  worth  no�ng  that  o�en,  the  value  of  a  placement  is  that  a  student  learns  that  the  work                    

is    not    for   them.  

 

Preparing   the   student   for   his   /   her   work   placement.  

The  college’s  Wellbeing  Programme  prepares  students  for  working  rela�onships,  managing  change            

and   conflict,   self-care,   personal   hygiene   and   self-organisa�on.  

The   following   material   is   covered   with   students   during   career   guidance:  

1. researching   careers   of   interest  

2. CV   prepara�on  

3. job   seeking   skills  

4. interview   skills  

5. health   and   safety   act  

6. safety   signs  

 

Sourcing   a   placement.  



The  school  has  a  large  resource  of  local  employers.  A  high  propor�on  of  our  employers  are  past                  

pupils   or   parents   of   students   in   the   school.  

Students  are  encouraged  to  look  for  a  variety  of  work  experiences  in  their  choice  of  placement.                 

Equally,  students  should  consider  looking  at  areas  which  will  give  them  new  experiences,  rather  than                

simply   op�ng   for   what   is   convenient.  

Students   who   source   their   own   placement   must   liaise   closely   with   the   Placement   Coordinator.  

 

Monitoring   placements.  

It  is  our  policy  to  inves�gate  any  new  employer  who  is  taking  part  in  our  programme.  This  may  be                    

carried  out  by  a  phone  call  or  where  possible  a  visit  to  their  premises  prior  to  the  pupil  taking  up  the                      

work   experience   placement.  

Our  pupils  are  monitored  during  the  week  by  a  teacher  by  visi�ng  their  place  of  work  or  by  a  phone                     

call   to   the   employer  

 

Debriefing.  

While  on  work  experience  placement,  pupils  complete  a  daily  report  of  their  experience.  The  report                

focuses   on   four   main   areas:  

1. The   job  

2. Health   and   safety   in   the   work   place  

3. Technology   in   the   work   place  

4. Roles   and   du�es   of   the   people   and   rela�onships  

This   report   is   submi�ed   to   the   Career   Guidance   Department   on   the   student’s   return   to   school.  

When  pupils  return  to  school,  they  share  their  experience  with  one  another  during  Career  Guidance                

class.    The   pupils   also   complete   a   debriefing   worksheet.  

 

Reflec�on.  

Pupils’   reflec�on   and   evalua�on.  



A�er  their  work  experience  pupils  reflect  upon  and  evaluate  their  experience  on  work  placement.               

This   assessment   is   then   compared   with   their   employer’s   evalua�on.  

 

Parents’   reflec�on   and   evalua�on.  

Parents  are  encouraged  to  give  con�nuous  feedback  to  the  coordinator  and  teachers  about  the  work                

experience  programme.  This  can  be  done  during  the  parent  teacher  mee�ngs,  through  the  Parents’               

Council,  through  the  use  of  the  school  journal  or  by  phone.  If  a  Parent  Guardian  would  like  direct                   

feedback  about  their  son/daughter’s  work  experience  placement,  he/  she  is  invited  to  contact  the               

school   office   and   arrange   a   mee�ng   with   the   work   experience   coordinator   or   Principal.  

 

Employer’s   reflec�on   and   evalua�on.  

During  the  work  experience  placement,  employers  receive  an  assessment/evalua�on  sheet  and  are             

asked   to   complete   it   and   return   it   in   the   SAE   to   the   work   experience   coordinator.  

 

Proper   Procedures.  

When   a   pupil   is   sick  

If  a  pupil  cannot  a�end  his  /  her  placement,  he  /  she  is  asked  to  ring  the  employer  first,  on  the                      

morning   of   the   absence,    and   then   the   school   to   talk   to   the   work   experience   coordinator.   

 

When   the   pupil   must   take   part   in   a   school   ac�vity.  

The  employer  is  informed  prior  to  the  work  placement  about  a  school  ac�vity  and  asked  if  the                  

student   could   be   allowed   to   take   �me   off   for   this   ac�vity.  

 

When   a   pupil   is   not   happy   with   the   type   of   work   they   are   doing.  

Pupils  are  asked  to  con�nue  with  this  work  and  also  inform  their  work  experience  coordinator  as                 

soon  as  possible  so  that  it  can  be  inves�gated.  The  pupil  is  asked  not  to  directly  engage  with  the                    

employer   about   their   grievance.   



 

When   a   pupil   has   been   caught   stealing.  

If  such  a  case  occurs  the  work  experience  coordinator,  Deputy  Principal  and  Principal  will  inves�gate                

the   allega�ons.   

 

When   an   employer   is   not   sa�sfied   with   the   pupil’s   level   of   work.  

The  work  experience  coordinator  will  meet  with  the  pupil  to  discuss  this  ma�er.  If  no  improvement                 

is  noted  in  the  pupil’s  effort,  his  /  her  placement  will  be  terminated  and  this  will  be  dealt  with  by  the                      

Principal.   

 

When   there   is   a   child   safeguarding   concern   or   a   health   and   safety   concern.  

Parent  /  guardians  should  converse  with  their  child  during  the  placement  and  be  aware  of  the                 

challenges  faced  as  he  /  she  enters  a  very  adult  environment.  Any  concerns  which  arise  should  be                  

communicated   immediately   to   a   member   of   the   SMT   or   the   Placement   Coordinator.  

 

Evalua�on.   

School  management  will  accept  feedback  from  staff,  students  and  parents  made  through  the              

proper  use  of  the  appropriate  channels  ie  staff  mee�ngs,  student  commi�ees  and  PSAC.  This               

feedback   will   inform   periodic   evalua�on   of   the   policy   by   Management.  

This   policy   is   incorporated   into   the   body   of   School   Policy   from   the   date   of   ra�fica�on.  

 

Proposed   date   of   review:   _________________________________________  

Date   of   ra�fica�on:   ______________________________________________  

Signed:   ________________________________________________________  

  



Appendix   A.  

Work   Placement   Guidelines.  

careersportal.ie  

  



 


