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You have been given this work experience booklet by:

The Care Leavers Employment Project
9 Mundy Street

Heanor
DE75 7EB

Tel: 01773 535495
Mob: 07982 789516
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Contract between Care Leavers
Employment Project (CLEP) and
young person for work experience
Congratulations on taking the first steps into employment.
We will try to make it as easy as possible for you.
We will be on hand to offer you and your employer any help you might need.
This booklet will provide you with important information, please do not lose it.
Best of luck!!

w If CLEP lends you any equipment or work wear for your placement, you agree
to return it in the same condition as it was lent to you

w You will work the agreed hours, if you cannot attend for any reason it is your
responsibility to ring the placement provider and let them know OR if you
cannot get in touch with them you must inform CLEP as early as possible

w You will listen and undertake tasks or instructions as directed by the
placement supervisor 

w If you feel that you are not being treated fairly in your placement or are
unhappy about any issues, you should ring CLEP on 01773 535495

w If you are at a placement where there are other staff/agencies in the building
(ie: Social Workers) it is your responsibility to stay within the placement area 

w You must dress appropriately, be clean and presentable each day for work 

w You will be expected to use appropriate language (no swearing!!)

w You must abide by the organisationÕs confidentiality policy (very important
young person understands this)

w Please be punctual, if you are continually late or do not attend, a placement
can and will be terminated

w Bus fares will be provided as necessary by CLEP, they will not be reissued if
mis-spent or if the placement is not attended

w CLEP will ask you to take part in a personal evaluation during the latter part
of the placement, so that you can assess if the placement has helped you
learn or improve on your skills for work
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Confidentiality Policy
D.C.C. recognises that confidentiality is of great importance to the young people who use
our service.  We therefore recognise and respect your right to be confident that:

w Information that is given by you to the staff will be logged on your personal file.

w If you decide that it is helpful to you for information to be passed to an outside agency,
for example employers or careers, we will check with you to see if you are happy with
the type and amount of information passed on.

w Your personal file will be stored securely and you have the right to see what has been
written.

w Information about you will only be discussed by staff as necessary to provide you with
a good service.

It is not possible to promise absolute confidentiality.  In a small number of circumstances
we have to release confidential information, but in these situations we will make every
effort to discuss it fully with you first. These circumstances, where limits to confidentiality
exist and staff will disclose information about you, are as follows:

w Where there are concerns that a young person is putting themself or someone else at
risk of harm.

w When instructed by the courts, or in certain circumstances by the police, to release
information.

Please note that information about young people
using our service is confidential to the
staff team, and not to individual
workers.

� �WOULD YOU SURVIVE IN THE WO RLD OF WO RK?



��

Would you survive in the
world of work?
Work Experience is an opportunity to find this
out, set yourself these targets during your
placement as these are basic things an employer
would want to know:

WOULD YOU SURVIVE IN THE WO RLD OF WO RK?

Placement Information
Name of employer/training provider:

Work base address:

Telephone no: 

Supervisor/person to report to: 

If you cannot attend you should inform:

Duration of placement:

Date of induction:

Dates of work experience: To

Working hours: To

Form of incentive: Cash Voucher Voluntary

I can¼.
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First Day Induction Including Health and Safety

To be completed by supervisor

Travel

In order to get to your place of training/work place

in time you need to leave home at:

Travel by:

Expenses needed:

Dress Code

Uniform Overalls Boots

Shirt/Tie Casual Smart

Other

These will be provided by:

Young Person The Company

Training Provider Employment Project

Young person should not wear: 

w Attend every day
w Be on time
w Communicate with the 

supervisor and my colleagues
w Complete all required tasks
w Wear suitable clothes for the job
w Find and develop new skills
w Work closely with people of 

different ages and backgrounds
w Be expected to be safe and 

responsible
w Conform to the health and 

safety rules of my placement
w Work towards personal goals

Placement Information continued¼

Tea/Coffee Breaks:

Time:

How Long:

Lunch Arrangements: 

Packed Lunch Canteen

Lunch Provided Other



Placement Review

w Was your placement what you expected?
w What skills did you learn?
w Is this the type of job you would want

to consider?
w What was the best thing about the 

placement?
w What was the worst thing about the 

placement?
w Any other comments?
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EVALUATION

Communication

WOULD YOU SURVIVE IN THE WO RLD OF WO RK?

Talking & Listening

Excellent Good Needs
ImprovementFair Comments

Respects equal opportunities

Able to deal with public

Develop good relationships
with colleagues

Be responsible / reliable

Works hard and willing
to learn

Able to understand &
follow instruction

Time keeping / punctuality

Dress appropriately

Able to accept praise

Enthusiastic

Honest

Personal Qualities & Social Skills

Expressing own ideas

Use of phone, email etc

Communicates confidently

Numeracy & Literacy Skills
Using Numbers

Problem Solving
Able to overcome problems

Use own initiative

Able to ask for help

Reading

Writing
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