Year 10 Work Experience – Essential Guide 2026
Overview
As part of the Careers Programme, your child will complete one week of compulsory work experience from 6th July – 10th July 2026 This is an invaluable opportunity to explore the world of work, develop key skills, and build confidence.

Aims & Learning Outcomes
Work experience helps students:
· Understand the workplace environment.
· Develop employability and interpersonal skills.
· See the relevance of school subjects in real-life settings.
· Make informed career choices and raise aspirations.
· Build confidence and maturity.

Health & Safety
Only placements fully approved on Unifrog can proceed.
· Students are considered employees during placements and must be protected accordingly.
· Employers must comply with the Health and Safety at Work Act and duty of care responsibilities.
· Pupils receive a preparatory assembly about health, safety, and behaviour whilst on their placement.

Insurance Requirements
Employers must have Employer’s Liability Insurance (ELI). This covers injury or accidents involving students. Exceptions to this requirement include:
· Public sector organisations (NHS, councils, etc.).
· Family-run businesses not incorporated and employing only close relatives.
Public Liability Insurance alone is not sufficient.
If ELI is not in place, the placement will be unauthorised and rejected by the school. Employers must upload insurance documentation via Unifrog, and parents will be informed by email if there are any concerns in relation to insurance.
We must physically see a copy of the ELI policy to approve the placement. 

Risk Assessments
Employers are responsible for creating Risk Assessments. While not always legally required in writing (if <5 employees), employers must:
· Identify hazards and assess risks.
· Explain steps to minimise harm.
· Consider the specific needs of young, inexperienced workers.

Safeguarding
Following DfE Keeping Children Safe in Education (2022):
· If a student under 16 will be unsupervised for more than 3 days, a DBS check should be considered.
· Unifrog collects safeguarding data directly from the employer.
· The school will contact parents if safeguarding checks are needed. Final consent for the placement to go ahead remains with the parent/carer.

Medical & Additional Needs
Please disclose any relevant medical issues or SEN on your initial Unifrog form so employers can make suitable arrangements.

Key Placement Information
· Travel: Pupils must arrange and fund their own travel.
· Pay: No payment should be offered.
· Hours: Students must follow normal working hours of the employer, which may differ from school times.
· Attendance: Any lateness or absence must be reported to both the school and employer. Contact: Mrs Knight – 01279 654901 ext. 258 or email info@stmarys.net.
· Dress Code: Pupils must dress appropriately and follow any specific requirements shared by the employer.
· Interviews: Some employers may request an interview with the student before starting the placement, please arrange this directly with the employer.

Preparation & Reflection
· Students will receive guidance through assemblies/ PSHEE lessons.
· Pupils must complete a Work Experience Journal during their placement.
· A Student Reflection Form and Employer Feedback Form will also be completed via Unifrog.

How to upload your placement to Unifrog
1. Student log’s into Unifrog, on home page scroll down to the placement box.
2. Student enters placement details on the placements tool.
3. Employer completes an online form covering contact details, insurance, safeguarding, etc.
4. Parent/carer gives digital consent.
5. Mrs Knight reviews all information and gives final approval.
6. Unifrog sends reminders to all parties before the placement.
All required documentation is generated through Unifrog. 
IMPORTANT: Please ensure you check your emails regularly, including your Junk / SPAM folder as some emails end up there. (This includes asking the employer to check their SPAM).
Parental consent is mandatory. Without it, the placement will not go ahead.

Private or Family Placements
· These must meet the same legal and safeguarding requirements as all other placements.
· ELI is still required, unless the business qualifies for exemption, you will be notified of any ELI issues prior to placement commencing, the school will not authorise any placement without ELI.
· Contact Mrs Knight if placing a student with a family member with <5 employees.

Top Tips for Finding a Placement
· Start early and encourage independence. Employers love speaking with students direct!
· Apply to multiple employers – perseverance is key!
· Best advice is to not bulk email, as emails can be ignored easily – call employers or go in, in person.
· Consider location and transport.
· Search online, go in person, seek your contacts via friends and family.
Deadline for arranging your placement and uploading it to Unifrog: Monday 27th April 2026.

Final Notes
If the school does not approve the placement for reasons of Insurance etc, Mrs Knight will email you directly.
A Year 10 assembly will be held, featuring insights from Year 13 students who have completed placements. For any questions, contact info@stmarys.net.
