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What Makes The Difference?  
TOOLS and RESOURCES  

 

 

NAME OF TOOL/RESOURCE: Employability Procedures and Guidelines for Looked After 
Children and Care Leavers      

 
NAME AND REGION OF AGENCY/ORGANISATION THAT DEVELOPED THIS TOOL/RESOURCE: 
Wigan MBC 
 
Purpose and brief description of tool/resource: 
 
These guidelines and procedures describe the processes for staff and young people when young 
people begin work experience with Wigan’s scheme. It details how and when assessments and work 
placement reviews should take place and who should be involved in these. It clarifies the 
responsibilities of the professionals involved with supporting the young person.   
      

Publication Date: 2004/2005      
 

Contact details 
for further 
information 
about this 
tool/resource  

 

 
Sandy Mackenzie Line Manager 
Children’s & Young Peoples Service 
 
Tel 01942 487150 
E: mail: sandy.mackenzie@wiganmbc.gov.uk 
 
Laurence D’Annunzio Project Worker 
Children’s & Young Peoples Service 
 
Tel 01942 487164      

 

Evidence for the effectiveness/ impact of this tool/resource 

Positive impact of 
this tool/resource: 

1. Young people’s uptake of work placements has improved since the 
introduction of the work experience scheme and accompanying guidelines and 
procedures. 
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WIGAN COUNCIL 
 
 

The employment of young people who are or have been 
looked after by Wigan Council 

Draft Procedures and Guidance 
 
 
1.    Introduction 
 
1.1  Helping young people make successful transitions to employment is a complex 
matter. For young people who have been looked after, it has, for some time been 
accepted that this transition can some times be harder for a variety of well 
documented reasons. 
 
1.2  Entering the employment market and making a success of it requires a degree of 
resilience and stickability that for some young people presents a real challenge.  
The number of young care leavers in employment, training or education is worryingly 
low and if as a Council we are to improve upon this then some positive action is 
required to open up sustainable employment opportunities for the young people we 
have a responsibility for. 
 
1.3  This paper describes a process by which a young person may gain employment 
within a Council department but as importantly how that position can be maintained. 
The model described is based upon a successful scheme implemented by Sefton 
Council in September 2000. This model ensured that those young people entering 
the employment market aged 16 or over were either employed in a substantive post 
or if one was not available a supernumerary one was created. It was envisaged that if 
any young person was employed in a supernumerary post then they would be kept 
on with in the employing department when a suitable vacancy arose as they would 
have developed a range of skills required by the department. 
 
 
2.    Matching a young person with a prospective employer 
 
2.1  It is proposed that the following process be followed when a young person is to 
be employed by a council department. 
 
2.2  Having assessed that the young person wishes to take up employment as 
opposed to further education, the Personal Adviser will investigate the type of work 
that the young care leaver wishes to pursue and give such guidance that the young 
person requires at this stage to make their decision. 
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2.3  The Personal Adviser (Aftercare) or the Project Development Worker (Education 
Employment and Training) in Aftercare should assess the young person’s numeracy 
and literacy levels using the British Standard Assessment (B.S.A.)  
 
2.4  The level at which the young person progresses depends upon the outcome of 
the assessment. The young person will either be required to undertake entry to 
employment (E 2 E) training with work placements, or a foundation modern 
apprenticeship (F.M.A.) level. At F.M.A., they will be placed in apprenticeship posts 
within the Local Authority with support from a training provider. For a flow chart 
illustrating this process, see page 11. 
 
2.5  E 2 E – Once the young person has been  assessed at or below level one on the 
BSA then they will be required to complete an E 2 E programme. The young person 
will be referred to the most appropriate training provider, who is able to provide the 
training course in the area of the young person’s interest and who would not only be 
able to not only support the young person in work placements, but also in 
subsequent F.M.A. placement. 
During the first 8 weeks of the E 2 E course, the passport to employment will be 
completed by the Personal Adviser in consultation with the training provider and as 
part of the course, the young person will achieve NVQ level 1 in the area of skill 
chosen. When the young person does reach the stage of competency for F.M.A.,   
then he or she will be eligible to enter the F.M.A. route in exactly the same way that a 
direct entrant does. Whilst participating in the E 2 E course the young person will be 
paid by the training provider an incentive payment that is currently £50 per week. In 
addition to this,  those young people who enter the scheme before their 18th birthday 
will receive a training incentive bonus from Aftercare. 
 
2.5.1 Some young people may be assessed at E 2 E level but may not wish to follow 
this route. These young people may wish to have direct entry to lower skilled jobs in 
the council that attract on the job training. In these cases, attempts should be made 
to meet these aspirations. 
 
2.6  F.M.A. – At this level, a department in the council that could provide an 
apprenticeship that meets the interest and abilities of the young person is identified. 
Letter as at page13 along with a pen picture of the young person highlighting their 
strengths, aspirations for the future along with any barriers to employment that have 
to be overcome during the apprenticeship, is sent to the chief officer of that 
department. The person to whom that chief officer delegates this task, along with the 
Project Development Worker EET from Aftercare identify a Modern Apprenticeship 
Placement for the young person. It should be noted that whilst these guidelines 
deal with the F.M.A. placement within the council, where appropriate to the 
young person’s needs and wishes, external employers should be considered. 
 
2.7  An appropriate training provider will be identified and along with the line manager 
for the proposed placement and a representative from Aftercare (either P.A. or 
Project Development Worker) will meet with the young person for an informal 
interview.  
Where it is considered that the young person is suitable for the position then an offer 
of employment will be made which will include a contract of employment as at  
page 12.  In addition, a personal agreement should be drawn up with the employer. 
This personal agreement will specify the required standards of conduct and 
behaviour that the young person must aspire to and achieve in order to ensure the 
success of the employment opportunity. The extent of compliance with the 
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agreement will form the benchmark against which the young person is supported 
during stages 1,2 and 3 of the first 12 months of employment. 
 
2.8  Prior to the young person starting in the workplace, a workplace mentor will be 
identified, who along with the work place line manager will receive some informal 
training on the barriers to employment that young care leavers face. It is envisaged 
that this will only take a couple of hours at a place of mutual convenience. 
 
2.9  Once these stages have been achieved, the young person will be placed in a 
work base to commence the 12 week induction period outline outlined below.   
 
2.10 Whilst on F.M.A. the young person will be paid a wage at a corporate rate that is 
currently £91.01per week. This is the lowest level at which the employer would be 
liable to pay National Insurance Contributions. After the age of at age 19 years an 
apprentice must be paid the national minimum wage, but they have to have served at 
least 12 months, so the youngest age at which an Apprentice can be paid the 
National Minimum Wage is 19 years. If the young person starts after 18 years of age, 
it is 12 months from that date. 
The principle is to ensure that young people are not disadvantaged by not paying 
National Insurance contributions whilst on FMA. This figure will be reviewed annually 
in line with the commencement of the new financial year. 
 
 
3.    Supporting care leavers in their first year of employment 
 
3.1  It is essential whilst fulfilling our role as a Corporate Parent we respond in a 
positive and sensitive way to the various needs of young people, seeing them as 
individuals and adopt the role of the ‘good parent’. We should not have low 
expectations or countenance long-term failure but accept that on the road to success 
there may be minor problems, which require a resolution. 
It is therefore proposed that the following support systems be established for all 
young people being employed by the Council whether the position is substantive or 
supernumerary. 
 
 
4.    Additional Support 
 
4.1   Health and Safety Assessments should be carried out before the young 
person starts in the work place. For those young people under 18 years, 
attention must be paid to, “The Management of Health and Safety at Work 
Regulations 1999. Copies of guidance via Local Authority Circular LAC 92/3 and 
Legislation are attached to this document. 
 
4.2  Stage 1 – Induction Period – 12 Weeks 
 
4.2.1 During this period the young person will be supported by line management and 
colleagues in familiarising him/herself with the workplace, the nature of the work 
undertaken and the tasks that he/she will be required to perform. 
 
4.2.2 It will be for line managers to assess each young person’s capabilities relative 
to the work but the emphasis will be on tasks of a more straightforward nature (this 
does not mean tasks that are exclusively routine); punctuality; attendance, 
reasonable conduct and behaviour. 
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4.2.3 The line manager, the training provider and an officer from the Leaving Care 
Team, and possibly the young person’s mentor, will meet with the young person 
every four weeks during the induction period in order to assess progress and the 
mutual acceptability of the placement.  The meetings will be scheduled at the 
beginning of the placement. 
 
4.2.4 If it is concluded by the line manager and/or the young person that the 
placement is not suitable it will come to an end with one week’s notice.  This will not 
be termed as a dismissal or a resignation but as the ‘cessation of a work placement’, 
and an alternative may be considered if appropriate. 
 
4.2.5 The placement may not be ended during the induction period other than in 
extreme circumstances and for good reason. This should be written into the contract. 
 
 
4.3  Stage 2 – Consolidation Period – 12 weeks 
 
4.3.1 Those young persons who successfully complete the induction period will be 
provided with a certificate to this effect from the training provider. The intention of  
this is to encourage further progress and to have something tangible for the future to 
present to prospective employers (within the Council or otherwise). 
 
4.3.2 During Stage 2 the young person will be expected to maintain or improve upon 
standards of punctuality, attendance, conduct and behaviour.  In addition, it is 
intended that they will be exposed to more responsible tasks without the level of 
close supervision that will inevitably be required during the induction period. 
 
4.3.3 Progress meetings during Stage 2 will again involve the line manager, training 
provider and an officer from the Leaving Care Team.  Two meetings will take place 
during the twelve week period on a ‘drop in’, rather than a scheduled, basis.  In 
addition there will be a review meeting at least two weeks prior to the end of the 
Stage 2 period and, if necessary, the considerations of the placement finishing at the 
request of the young person or line manager may apply.  During Stage 2 the 
placement may not be ended other than in extreme circumstances and for good 
reason. 
 
 
4.4  Stage 3 – Conclusive Period – 28 weeks 
 
4.4.1 As with the commencement of Stage 2 a certificate will be awarded to those 
young persons who successfully progress to Stage 3. 
 
4.4.2 During Stage 3 it is anticipated that the young person will have become settled 
in the work environment and encouraged by his/her success in progressing through 
Stages 1 and 2. 
 
4.4.3 It is envisaged that the young person will start to ‘do the job’ and whilst support, 
guidance and encouragement will remain vital, the emphasis will shift to the young 
person’s contribution to the work. 
 
4.4.4 Progress meetings will take place as in Stages 1 and 2 but the number and 
frequency will be a matter for the training provider and the officer from the Leaving 
Care Team to agree with the line manager in the light of mutual need. 
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4.4.5 At least four weeks prior to the end of Stage 3 a final review meeting will take 
place.   The purpose of this meeting will be to alert the young person to the end of 
his/her work placement and to explore the possibility of permanent employment 
either in the post against which he/she is held or otherwise.  It should be noted that a 
key objective of the Good Parent Scheme is to secure the young persons concerned 
in permanent employment wherever possible. 
 
4.4.6 A further  certificate will be issued at this stage confirming successful 
completion of the work placement. 
 
4.4.7 One of the biggest challenges for the scheme despite the council’s commitment 
will be converting the apprenticeships into jobs. The contract allows for a 2 year 
period if necessary, however prior to the end of the third stage, permanent 
employment should be actively sought. It should be remembered that if 
appropriate this could be outside the Council. 
 
 
5.    Conditions of Employment 
 
5.1.  Apprentices are employees albeit on a fixed term contract. As such, they should 
be treated as any other employee of the Council in terms of medical clearance, 
sickness capability etc.  
 
 
6.    Allocation of a mentor 
 
6.1  Where a work experience or placement opportunity is made it is strongly 
recommended that someone other than the line manager be identified as the young 
person’s  ‘work place mentor’. 
 
6.2  The role of the mentor is simply to act as a supportive friend to the young person 
during the initial period of their employment.  The mentor will provide a source for the 
young person to raise any worries or concerns that they may have and which they 
may feel uncomfortable with raising with their line manager or work colleague.  
 
 6.3  It may that the need for this mentoring role will diminish as the employment 
experiences of the young person become more positive and the young person 
progresses through the 1st year support programme. 
 
6.4  The identification of a person to act as mentor should focus on the individual’s 
inter-personal skills, i.e. someone who is considered to relate to young people and is 
sympathetic to the challenges faced by young people early in their employment  
 
 

                                          
 

Emp/Socserv/SM/June04 
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EMPLOYMENT REVIEW FORM 
 

Stage 1 – Induction/ Stage 2 Consolidation/ Stage 3 Conclusive Period 
(Delete those that are not appropriate) 

 
 
 
Name……………………………………………………………   Date of 
Review……………… 
 
Employer………………………………………………………………………………………
…… 
 
Present…………………………………………………………………………………………
…… 
 
…………………………………………………………………………………………………
……. 
 
…………………………………………………………………………………………………
……. 
 
Duties…………………………………………………………………………………………
……. 
 
…………………………………………………………………………………………………
……. 
 
…………………………………………………………………………………………………
……. 
 
What is going 
well?……………………………………………………………………………….. 
 
…………………………………………………………………………………………………
……. 
 
…………………………………………………………………………………………………
……. 
 
Comments on Young Person’s Skills 
Analysis…………………………………………………… 
 
…………………………………………………………………………………………………
…….. 
 
…………………………………………………………………………………………………
……..  
 
Areas for 
Development……………………………………………………………………………. 
 
…………………………………………………………………………………………………
……… 
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…………………………………………………………………………………………………
……… 
 
How is this to be 
progressed………………………………………………………………………. 
 
…………………………………………………………………………………………………
……… 
 
…………………………………………………………………………………………………
……… 
 
Training 
Opportunities……………………………………………………………………………… 
 
…………………………………………………………………………………………………
……… 
 
 
 
 
 
 
 
 
Other Employment 
Issues/Timekeeping…………………………………………………………. 
 
           
Attendance………………………………………………………….. 
 
           
Other…………………………………………………………………. 
 
What is going 
well…………………………………………………………………………………… 
 
…………………………………………………………………………………………………
……… 
 
…………………………………………………………………………………………………
……… 
 
Areas which may be 
problematic………………………………………………………………….. 
 
…………………………………………………………………………………………………
……… 
 
…………………………………………………………………………………………………
……… 
 
If any, how will they be 
resolved…………………………………………………………………… 
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…………………………………………………………………………………………………
……… 
 
…………………………………………………………………………………………………
……… 
 
Outcome of 
Review………………………………………………………………………………… 
 
Tasks allocated Young 
Person…………………………………………………………….. 
 
  
 Mentor……………………………………………………………………… 
 
   Support 
Worker…………………………………………………………… 
 
   Line 
Manager……………………………………………………………… 
 
Date of Next 
Review……………………………………………………………………………….. 
 
Additional Comments. 
 
 
 
 
 
Signed: Young Person………………………………………….. 
 
 
  Line Manager…………………………………………… 
 
 
  Support Worker………………………………………… 
 
 
Date:  ……………………………….     

 
 
 
 
 
 
 
 
 
 
 
 

LINE MANAGERS EVALUATION REPORT 
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Name 
__________________________________________________________________-
_____ 
 

Name of Company     Department 
___________________________________________________________________
____ 
 

Name of Supervisor 
___________________________________________________________________
____ 
 
 
 Excellent Good Fair Needs 

Improvement 
Communication Skills     
  Talking & listening     

  Expressing own ideas     

  Recording clear messages     

  Using telephone, fax, e-mail, IT     

  Communicating confidently     

Personal qualities & social 
skills 

    

 Respecting equal opportunities     

 Dealing with the public     

 Developing good relationships 
 With colleagues/supervisor 

    

 Being responsible & Reliable     

 Time keeping & punctuality     

 Dressing appropriately     

 Ability to accept praise     

 Ability to accept criticism     

 Hard working & willing to learn     

 Motivation & enthusiasm     

 Ability to understand  
 & follow instructions 

    

 Honesty     

Numeracy & literacy skills     

 Using numbers     

 Reading (e.g. for research)     

 Writing     

Problem solving     

 Overcoming problems     

 Using own initiative     

 Being able to ask for help     

 
 
 
Please add any other comments you may wish to make about the young person placed with 
you (use the back of this sheet). 
 

Would you be willing to employ young person again? Yes � No  
 
Name of supervisor     Signature 
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YOUNG PERSONS EVALUATION REPORT 
 

 
Name 

__________________________________________________________________-
_____ 
 

Name of Company     Department 
___________________________________________________________________
____ 
 

Name of Supervisor 
___________________________________________________________________
____ 
 
 
 Excellent Good Fair Needs 

Improvement 
Communication Skills     
  Talking & listening     

  Expressing own ideas     

  Recording clear messages     

  Using telephone, fax, e-mail, IT     

  Communicating confidently     

Personal qualities & social 
skills 

    

 Respecting equal opportunities     

 Dealing with the public     

 Developing good relationships 
 With colleagues/supervisor 

    

 Being responsible & Reliable     

 Time keeping & punctuality     

 Dressing appropriately     

 Ability to accept praise     

 Ability to accept criticism     

 Hard working & willing to learn     

 Motivation & enthusiasm     

 Ability to understand  
 & follow instructions 

    

 Honesty     

Numeracy & literacy skills     

 Using numbers     

 Reading (e.g. for research)     

 Writing     

Problem solving     

 Overcoming problems     

 Using own initiative     

 Being able to ask for help     

 
 
 
Please add any other comments you may wish to make about your employment  You can 
include anything you wish to record, for example: 
I’ve done really well.  I had to get up really early but it was worth it (use the back of this sheet 

Signature of young person     Date 
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EMPLOYABILITY SCHEME AFTERCARE 
FLOW CHART OF PROCESS 

 
 

   
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 

 
 
 
                                                                                                       
 
 
 

 
 

 
 
    
 
 

 
                                                                                                   
 
 
 
 

 
 

                          
 
 
        

                              
 
 
 

 
 

Personal Adviser 
Assessment 

2.3 

Young Person 
Assessed at  
E 2 E Level 

2.4, 2.5 

Young Person 
Assessed at 
FMA Level 
2.4,2.6 

YP Referred to the 
most appropriate 
training provider 

2.5 

Negotiations with 
Employer – 

Appropriate L.A. 
Department 

2.6 

YP undergoes 
training until they 
reach Level to 
undertake FMA 
and wish to do so 

2.5 

Job identified 
analysed & cleared. 
Line Manager and 
Work Place Mentor 
identified. 
H & S Assessment 

2.7,2.8 

Training from 
Aftercare for Line 
Manager and  
Work Place Mentor 

2.8 

Informal interview 
YP, Line Manager, 
Training Provider, 
Aftercare 

2.7 

Placement Starts 
YP Induction 

2.9 

YP competes 
for and 
successfully 
achieves 
permanent full 
employment 

4.4.7 

Review 
Process 
4.2.,4.3,4.4 

Direct entry 
to 
employment 

2..5.1 
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Dear …………. 
 
APPRENTICESHIPS 
 
I am pleased to offer you the position of Apprentice within the …………………….. 
Department. 
 
The apprenticeship is for a fixed term of 2 years, subject to your successful 
completion of training and satisfactory progress within this period. 
 
The appointment is subject to a satisfactory medical report.  Would you please 
therefore complete the enclosed pre-placement medical assessment form and return 
as soon as possible in the envelope provided. 
 
The contract will commence on …………………………. and will terminate on 
…………………… unless the contract is terminated earlier for other reasons. 
 
The appointment is offered on the understanding that you will attend College as 
required during the period of your apprenticeship.  Your performance and attendance 
both at College and the workplace will be closely monitored and regularly reviewed.  
The continuation of the contract is subject to you maintaining satisfactory progress in 
your studies and in achieving an acceptable standard of work. 
 
I am obliged to point out that failure to achieve satisfactory progress at any time 
throughout your apprenticeship could put your employment at risk and the Council 
reserves the right to consider terminating your contract immediately.  Refusing to 
continue your studies, continual misconduct or serious misconduct could also result 
in your contract being terminated immediately.  Loss of work, financial difficulties or 
other issues which affect the Council’s ability to fund the apprenticeship may also 
result in early termination. 
 
During your period of employment with the Council you will be eligible to apply for 
temporary or permanent positions within the various Council Departments.  These 
are advertised in a jobs bulletin which is publicised fortnightly and on the internal web 
site.  I must emphasise however that the Council cannot guarantee a permanent 
position being available at the end of your apprenticeship. 
 
During the period of your apprenticeship you will receive £80.00 per week which will 
be paid on a fortnightly basis. 
 
The terms and conditions of the appointment are those agreed by the National Joint 
Council for Local Government Services supplemented by Local Conditions of 
Service. 
 
I should be pleased if you would confirm in writing that the offer is acceptable to you. 
 
I would like to formally welcome you to the Council and wish you every success 
during your Apprenticeship period. 
 
 
 
 
Emp/Socserv/SM/June04



 Department of Social Services, Wigan Council, 80 Ribble Road, 
Platt Bridge, Wigan.  WN2 5EW.  Telephone: (01942) 769763  

Fax: (01942) 767837   
Web Site:  www.wiganmbc.gov.uk  

 

 
 
 

DEPARTMENT OF SOCIAL SERVICES 
Director :  Bernard Walker 
 
 
 
 
 
 
«Director_Of»  Our Reference LD’A/«Our_ref» 

«Address1»  Your Reference  

«Address2»  Please ask for Lawrence D’Annunzio 

«Address3»  Extension 7175 

«PostalCode»  Direct Line (01942) 487175 

«FAO»  Date «Date_today» 

 
Dear «Dear» 
 
The Employment and Training of Care Leavers Within The Council 
 

As you are no doubt aware the Council is keen to ensure that those young people 
leaving the care of the Local Authority, as they enter adulthood, are not isolated and 

participate socially and economically as citizens. 
 
In an attempt to achieve this the Council has, via the Deputy Chief Executive, 
committed itself to providing employment and training opportunities for this group of 
young people. 
 
«YP_First_Name» «YP_Surname» has expressed an interest in the area of 
«Area_of_Interest» and is being supported in this by «Sw_or_PAs_name», his Social 
Worker/Personal Advisor. 
 
I would welcome the opportunity to discuss with the relevant manager the possibility 
of «YP_First_Name»«YP_Name» joining your Department. 
 
If you require further information please don’t hesitate to contact me. 
 
Yours «Yours»«Yours» 
 
 
 
Lawrence D’Annunzio 
Employment, Training & Education Co-Ordinator 
After Care Team 
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