
Work Experience
Employer 
Handbook



2

Contents
What is Nottingham College? 3

British Values 4

Nottingham College Values 4

What Is Work Experience? 5

Benefits to you as an Employer 6

Our Recruitment Process 6

Six Stages of Work Experience 7

Induction 8

Work Experience Support 8

Employer Support 8

Safeguarding, Health and Safety, Misconduct 9

Safeguarding 9

Prevent 9

Equality and Diversity 10

Health and Safety Audit 11

Employer Checklist 12

Notes 13



3

What is Nottingham College?
Nottingham College is one of the largest colleges 
in the region, with more than 20,000 students at 
any one time.

Our Students can be:

With more than 30 A Levels, 450 part-time courses and well over 100 
full-time courses for school leavers as well as adults returning to education, 
Nottingham College has developed a strong track record in delivering courses that 
transform lives.

Nottingham College has produced Oscar winners, Cambridge graduates, actors, 
musicians, scientists and entrepreneurs.

Our courses are designed with the needs of our students and their future employers 
in mind. That’s why at Nottingham College we have an excellent track record in 
helping our students move on into employment and successful careers when they 
leave us.

• School leavers – i.e. those currently 
in year 11 but who are considering 
moving onto A Levels or vocational 
training such as a BTEC or an 
Apprenticeship.

• Adults over the age of 19 who may 
want to come back to education to 
build on their existing qualifications, 
train for a particular career or gain 
the qualifications needed to progress 
onto a degree.

• A Level graduates who would like 
to study a Foundation Degree, 
full degree or other high level 
qualification such as an HND 
or HNC.

• People already in employment 
who want additional training either 
on-the-job, on day release or in the 
evening/weekend to learn a trade, 
gain accreditation, gain a promotion 
or who just fancy learning 
something new. 

• People from all walks of life who 
fancy learning a new skill or hobby.

• Students from abroad who might 
want to join us on a degree course or 
visit for the summer to learn English.

• City and County residents who have 
no formal qualifications who need 
help to make those first steps in 
order to gain confidence, try out new 
things and ultimately work towards 
achieving a qualification.
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British values are democracy, the rule of law, individual liberty, mutual respect and 
tolerance of those with different faiths and beliefs and for those without faith.

As recommended by the Department for Education, we encourage you to promote 
these values with your colleagues through respectful behaviours and attitudes.

Shared values summarise what we regard highly within Nottingham College and 
reflect how we seek to work with employers, students, staff and stakeholders. 
They are:

British Values

Nottingham College Values

INDUSTRY 
LEADING 

TALENT SKILLS

APPRENTICESHIPS

INDUSTRY 
AWARENESS

CURRICULUM 
DESIGN

CO-DELIVER AND 
SPEAKER SESSIONS

VENUE 
COLLABORATION

CAREERS AND 
SCHOOLS EVENTS

WORK EXPERIENCE 
AND CPD 

OPPORTUNITIES
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What is Work Experience?
Work Experience enables a young person to spend time on an employer’s premises. 
Among other things, they will be able to observe the workplace, complete tasks 
under adult supervision and develop the skills and behaviours required in the 
workplace.

Work Experience is designed to bridge the gap between education and the world 
of work. It can help young people become aware of jobs they have not previously 
thought of, help inform career choices, offer a chance to prove themselves to an 
employer, enable them to develop the relevant occupational skills and help instil 
the attitudes and behaviours expected at work.

“To provide an introduction to work habits, such as 
attendance requirements and working conditions, as 
well as providing basic communication skills. Every 
effort should be made to provide a structured course of 
experience which will assist participants in the future” – 
NHS
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Pre-placement self-assessment 
for student and employer 

Our Recruitment Process

• May raise the profile – being known as a business that offers work experience 
opportunities will raise the profile and appeal of your business and sector.

• Improve staff retention – investing in young people provides you with the 
opportunity to bolster productivity and embrace commitment and develop 
brand loyalty..

• Grow your own talent – get access to the up and coming talent of the future.

• Develop employees – involving them in the placement and providing potential 
management opportunities can help employees feel motivated and loyal to 
the business.

• Get additional help at no cost – as an employer, you do not have to pay students 
on work experience.

• Achieve new perspective and ideas – young people often bring fresh ideas and 
approaches which may open up new and emerging markets for the business.

• Gain a new understanding of modern learning – increase your understanding 
of modern learning processes and current educational qualifications.

• Candidate sourcing/matching

• CV screening

• Pre-screening

• Mock interviews

• Employability workshops

• CV building

• Employer support with interviews

• Meeting room facility

• Job search
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Six stages for Work 
Experience Placements
Stage Tasks Responsibility

1
• Agree on opportunities

• Complete Risk Assessment

Nottingham College
Work Experience Coordinator 
with employer

2 • Advertise opportunities 
for learner to see

Nottingham College
Work Experience Coordinator

3
• Check learner for suitability and 

coordinate initial meeting with 
learner and employer

Learner

4
• Check learner for suitability and 

coordinate initial meeting with 
learner and employer

Nottingham College 
Work Experience Coordinator

5
• Start work

• Conducts an induction
Learner and Employer

6
• Records hours electronically

• Verify hours with employer

Learner

Nottingham College 
Work Experience Coordinator
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• Streamlined system of approach

• A single point of contact

• Structured settings

• On-site support for further guidance

All work experience learners must be given an induction at your company on their 
start date.

This must include information on your company’s Health and Safety procedures, 
Equality and Diversity in the workplace, Code of Conduct and Safeguarding.

We can supply a copy of an induction template that can be adapted if required.

• One-to-one mentor (Achievement Coach)

• Fantastic employability skills training

• Understanding the world of work

• Tailored CVs to meet the needs of the audience

• Safeguarding, Health and Safety guidelines

Induction

Work Experience Support

Employer Support
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Your responsibilities as an employer
Below we’ve outlined the responsibilities that you will have to bear in mind when 
taking on work experience staff.

Work experience learners have the right to feel safe wherever they learn or work. 
Other people should not hurt or abuse them in any way (including cyber-bullying) 
and you should understand how to recognise abuse, discrimination, radicalisation, 
bullying and harassment and what action you should take if your staff member is 
subjected to such treatment.

What to do if you think your work experience 
learner is being abused or radicalised
Nottingham College has a prevent policy in place to ensure that our learners are 
happy, healthy and safe. If you are worried about anything, please contact one of the 
team straight away.

At Nottingham College, we have an experienced and trained team ready to deal with 
safeguarding issues and are always happy to listen.

A safeguarding contact will be able to offer advice and support, please call your 
college contact on 0115 9 100 100.

Safeguarding, Health 
and Safety, Misconduct

Safeguarding

Prevent
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Equality & Diversity
Equality and Diversity matters
At Nottingham College, we aspire to create an inclusive culture where everyone 
feels valued and respected and where discrimination, harassment, bullying and 
prejudice will not be tolerated. All employees, students, governors and employers 
that we engage with have a responsibility to treat each other fairly and with respect, 
regardless of their background or differences.

When people feel valued and respected, they are motivated and committed to achieve 
their personal potential and our organisational goals.

Equality is not about treating everyone equally
It is about recognising that people have different needs and require different 
treatment in order to have equal access to jobs, education, training and services or 
an equal chance to succeed.

This might mean providing information in large print for someone who is visually 
impaired or altering the time of a meeting to allow people to drop off or collect 
children from school.

Diversity goes beyond the groups covered by legislation
It considers difference in the widest sense and is about recognising and valuing the 
contribution that people bring to the workplace, whatever their background or 
difference. Diversity is about understanding and influencing workplace attitudes and 
culture, focusing on individual skills, contributions and potential. This contributes to 
team-working and achieving organisational goals.

Nottingham College is committed to the equality of opportunity for all who learn 
or work here. We aim to create an environment where everyone is valued and 
people treat each other with mutual respect; regardless of age, disability or learning 
difficulties, caring or family responsibilities, gender, marital or civil partnership 
status, race, ethnicity or nationality, religion or belief, sexual orientation, trade union 
activity, transgender status, unrelated criminal convictions or any other irrelevant 
criteria.

www.nottinghamcollege.ac.uk
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Nottingham College 
Work Placement Feedback Form
Risk Assessment
Before we are able to place a learner into work experience, we will have to carry out 
a Health and Safety audit on the premises they will be working on. This involves 
asking questions on policies and procedures for areas such as lone working, risk 
assessments, first aid, fire and maintenance of electrical equipment. This audit must 
be signed by the employer.

We also need to take a copy of your up-to-date Employers’ Liability Insurance 
document, which needs to be for a minimum of £5 million.

Guidance on all aspects of Health and Safety can be found at www.hse.gov.uk 
including templates to download and adapt.

Misconduct Procedure
In the unlikely event that conduct of a learner is falling below a required standard, 
Nottingham College will work with you and the learner to listen to issues and solve 
any problems before they get to the point of needing to terminate the work 
experience opportunity.
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Employer Checklist
Below is a short checklist, to help you process your new 
Nottingham College work experience learner quickly.

Employers Liability Insurance is a minimum of £5 million.

Health and Safety policies and procedures in place.

Separate workforce risk assessment in place 
(if the learner is aged 16–18).

Induction process prepared.

Dedicated supervisor allocated to learner.
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Notes
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Contact Nottingham College now to see how 
we can help your organisation evolve.

0808 168 7087  |  0115 838 0620  
workexperience@nottinghamcollege.ac.uk 

www.nottinghamcollege.ac.uk


