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Who are LEBC?.

A Charity opening up career opportunities for young
people by connecting businesses with schools and colleges
for over 30 years. LEBC's services helps future generations
transition from education to the workplace by providing
careers guidance, employer encounters and Work
Experience with employers looking to find talent

LEBC works with:

15 Schools & colleges
& Young people
{.| Employers
¢% Parents & carers

Our role is to bring everyone together to create safe, meaningful
workplace experiences.
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WHY IS WORK EXPERIENCE
IMPORTANT?

* It helps develop crucial skills that they need for their
further education, apprenticeships or any work
opportunities.

« Itisneeded on applications - College, University, Part
time roles, Apprenticeships (all will ask what Work
Experience they have)

« It will help get them out of their comfort zone and
increase their confidence

« Itis a great opportunity for young people to
experience realistic working expectations

« A great chance for young people to start networking
in their local community




THE WORK
EXPERIENCE
JOURNEY




STEP 7 - STUDENTS 70
COMPLETE FORMS

There are two routes that students can go down.
1. Finding their own placement. - these are called Self-
Placements & are highly advised.
2. Completing a LEBC application form for LEBC to
source them a placement

All students will be given a deadline on when these forms
need to be completed by. It is important that these are
stuck to as much as possible to avoid delays.




STEP 7 - STUDENTS 7O COMPLETE

FORMS

SELF-PLACEMIENTS

SELF PLACEMENT FORM 2026/2027

‘Student - This form is to be taken to the company you wish to work with and be completed by your employer.

Flesse note you can only find s Self-Flacement in Leicestershire and the following sress: Derbyshire, Rugby
i Lincoinshire and Rutiand. North Nuneston and Bedworth. Additional
charges may be incumed.

Important: students, please note you must complete the front and the back of this form!
Employer - Piease complete this form fully and return to the student ASAP.
ve have n prev»ou fy offered wi odiei(pene oe oneu ur Employes Assesswswu shortly be twchw
ure the informal tabase

n s m:m r EaROIsaticn is
ensure oumme doon mbe that b reached on duri nqm m«be:ween

on work experience, they are clas: edase,gplnlau P!dwesskm yuoonﬁrm
noes cherwise the placement cannct go The Employes

acy Statement - W lice to keep in touch with you about the senvice in which you are particpating a
ymngpeo: o W vl ever sed your n.uaxv: e romss o ke your " caiais e and Sacure. You can change your mm:tany

o how your data is used and stored. please visit

Students should think about where they want to go on
placement. With a family member, to their local shop,
anything specific they have in mind.

They should then contact that employer asking if they can
accommodate them for work experience.

If the employer is happy to accommodate then the employer
needs to complete this side of the Self-Placement Form in full.
Any missing info will result in a delay.

Employers must have Employers Liability Insurance. LEBC
cannot process placements that do not have this insurance.
Self-Placements - THEIR CHOICE!




STEP 7 - STUDENTS 70 COMPLETE
FORMS

« Students that are unable to secure a - i
placement themselves will be offered an i ) St
LEBC placement.

 They will need to complete an Online
Application Form.

* Thisis a link that will take you directly
through to the form.

* Students will need to choose 3 Sector
choices and Job preferences.

* Students need to use the Student Directory
to make these choices. You can find this on
our Website under the Work Experience
section.

Work Experience Student Choices Form




LEBC PLACEMIENTS - [HEALTH
& ADD/TIONAL INFO

* On the Application Form there will be a
section for students to put in any medical
needs or any information you feel LEBC
should know.

* Please remember, we do not know your
young people. Therefore anything that
could impact their placement or employers
should know about, please let us know.

* Please notify us of any religious, cultural, or
personal requirements that should be
considered when arranging your
placement



LEBC PLACEMIENTS

* What is in the local area? Do they have the
. kind of placement you were wanting?

« How is your young person getting there?

e What are the bus routes like?

* You are signing a form agreeing these areas.
. Therefore it is very important to check they
have chosen areas they can actually get to.

 There is an option for students to select Tam
willing to travel further..’ please make sure
they are not selecting this if they are unable
to travel further.




STEP2 - LEBC BEAIND THE

SCENES

After the forms are in, our Team get busy!

Contacting Employers on our database & approaching
new companies

Match students to suitable placements (dependent on
student choices and travel)

Make sure that all application form students have
access to a placement even if we have not been able to
match them.

You will not hear from LEBC (unless there are any
queries) until approx. 6 weeks before the placement is
due to commence.

LEBC will update school monthly. If you are wanting
to know the status of your young persons placement,
you can ask the school coordinator.

o~




Health & Safety is at the heart of the process.

Before a placement takes place, LEBC
considers:

Workplace risks
Young-person-specific risks
Supervision

Activities the student will
undertake

Safeguarding

Emergency arrangements
Employer responsibilities
Appropriate control measures

We may get in touch if we are

SAFETY FIRST

struggling 1o get in contact with an

Emplovyer (Self-Placement)

To ensure students are in safe hands, our assessors:

Are qualified to NEBOSH or IOSH standard
depending on the risk level of the placement that
we are checking

Work closely with other partners including LADO
and safeguarding in education teams across the
City and County

Visit all placements to check insurances, health,
safety and welfare are suitable prior to students
attending a placement

Assist in any investigation needed if a student
reports concerns or an incident whilst on their
placement

Check all safeguarding aspects of a placement and
advise if a DBS check should be considered

Ask all employers to sign a letter of understanding
so they are aware of their responsibilities when
they have a student on placement

Will work with local agencies regarding concerns
raised and the ongoing suitability for that
placement



STEP 3 - PAPERWORK
COMES IN7O SCHOO!L

* Approx. 6 weeks before the placement is due to
start, LEBC will provide the school with the
Learners’ paperwork.

* There are different types of paperwork that
the Learners can recieve.

« If the placement is ready to go, students will
receive Confirmed paperwork.

« If the placement is awaiting a H&S visit or any
insurances, students will recieve a letter stating
this.

 If we have been unable to place the student,

they will receive a letter with next steps.




STEP 3 - CONFIRMIED
STUDENT PAPERWORK

Students will receive a Cover Letter that
clearly states the name of the employer,
the job title, the address, contact number
and email.

Students need to use this information to
call their employer to arrange a pre-
placement interview.

At the interview/ meeting, they need to
get their paperwork signed.

Students will receive the full risk
assessment which has a signature page
at the back. Students need to get all
signatures and return the document back
to school before the placement starts.

If students do not attend a pre-placement
meet/ interview their placement is at
risk of being cancelled.

Leicestershire Education Business Company
30 Frog tsiang

Off North Bridge Place

Leicester

LE35AG

Telephone no: 0116 240 7270

Email: requests@leics-abe.org.uk

Dear Oina Richards
Re: Work Experience at Brunes Dog Grooming
Piease find enclosed your confirmed placement paperwork. It containg your Work Experlence Agreement,

This document provides information on clothing. hours of work, a risk assessment and a contract that you, your
emplayer and parent or legally responsible person all must sign. This needs to be returned to your school coordinator
before your placement begins.

e have inciuded below all of ihe details you need ta confirm your placement and Lo arganise a pre-placement
meeting

Company Name: Brunos Dog Grocming
Joh Title: Dog Grooming Assistant

Company Address: 1, Stract, Street , Leicastorshire LEZ 4LL

Employer Contact: Radhika Rans

Employer Contact Phone Number: 016 240 7270

Employer Contact Emai i 9.9
You MUST now your employer i tintorview.
LEBE advise Lo do this withis i f receiving this pa . Failura to do so.0r leaving this unti toe close

to your placement date pose the risk of your placement being cancelled, 1t is best to contact via telephane, hawever if
yaur cantact is not available please send them an email with your name. what dates you are taking part in work
experience and that you woud fice to arrange an interview. Don't forget ta leave  contact telephone number for
yoursaif 50 they can get in touch!

I you have any regarding vour placement, to your school work experience

coordinator urgently.
Yours sincerely

LEBC Work Experionce Toam
Education

30 Frog island | Off North Bridge Place | Leicestor | LES 5AG
T|0mM62407270 F|OM62407001 W |wwwleics-sbeorguk
roguastslaice obe g Uk

Employers Statement
eeprentitie of eurck Dog Geooring | agree btk shidirk

et |agreed the clacement descriotion snd have comceted s
tva 1

e ance and a workptace nduction il beundertsken on the fst day. By 3gnng 1

SIGNED

Learner Statement
hme 3 the work placement at mvml.ma coming i mb lnrnrmm-m: nterview / made cont (x‘mihva‘x:wﬂl ave read and

this reeuesthave tasend anemalwith

PrintName
Date

SchoclName

r eing 3t wlr‘\c!w!rnlnx = Imrtlkruc:hm

ssesument znd undetstand that

otorm shoubd oy sorvdaughlor be unablle to attond ¢ o iy las cormentiog o

the psment ging sheat

SIGNED




STEP 3 - CONFIRMIED
STUDENT PAPERWORK

* Parents SHOULD NOT be
calling employers on behalf of
their students.

* If students need support, they
should ask their school.

* Employers do not appreciate
when parents call them to
arrange - they want to hear
from the students.

Leicestershire Education Business Company
30 Frog tsiang

Off North Bridge Place

Leicester

LE35AG

Telephone no: 0116 240 7270

Email: requests@leics-abe.org.uk

Dear Oina Richards
Re: Work Experience at Brunes Dog Grooming
Piease find enclosed your confirmed placement paperwork. It containg your Work Experlence Agreement,

This document provides informat . hours of work. a risc and a contract that you, your
emplayer and parent or legally responsible person all must sign. This needs to be returned to your school coordinator
before your placement begins.

e have inciuded below all of ihe details you need ta confirm your placement and Lo arganise a pre-placement
meeting

Company Name: Brunos Dog Grocming
Joh Title: Dog Grooming Assistant
Company Address: 1, Stract, Street , Leicastorshire LEZ 4LL

Employer Contact: Radhiks Rans

Employer Contact Phone Number: 016 240 7270

Employsr Contact Email i 9.0k
You MUST now your employer i tintorview.
LEBE advise Lo do this withis i f receiving thi . Failure to do so.0r leaving this unti too close

to your placement date pose the risk of your placement being cancelled, 1t is best to contact via telephane, hawever if
yaur cantact is not available please send them an email with your name. what dates you are taking part in work
experience and that you woud fice to arrange an interview. Don't forget ta leave  contact telephone number for
yoursaif 50 they can get in touch!

I you have any regarding vour placement. to your school work experience

coordinator urgently.

Yours sincersly

LEBC Work Experience Team
Education

30 Frog island | Off North Bridge Place | Leicestor | LES 5AG

Tloms2407270 7|0M62407001 W |wwwleics-sbe orgalk

o s o

Employers Statement
As:arepresentative of Brunos Do Grooming | agree to take this student on work lscement. |agreed the plscement description snd have comeleted s
specifie risk assessment rea ik the Management 1

resoomizlties for undertaking 3 bearner sorc i sk avsessent and have b0, ato conviderstion amy fset0rs idens hed, ssditionaltasas / contrel

e s have been added where approgeiate 1 this docuren fallowing scussion wthimeeting the bearner to eure theie heakh safety & wrltare
whilit unsertaking work s garisation Reorbern that the bearnes wil b s ed under the organisatian's Employer Lisbil
I ance and a workplace inihuction il be unidertaken orythe st day. By signing, | am confrming that this information i

perience with
rent and commect

SIGNED

Postion

Dste

Tagree 1o thework phacement at Brunos Dog Grooming if avalatlle and have attended an interview. made contact with my placement, | have read and
understandthe Placemert Description and young persons soeci isk sssesument, which | agree and abide by as well as e orgarisatioss e health
and safety orocedures. I i undeestood that lwil be clissed 25 an e t 2 imurance andwl abice by
thelbegal recuirements under the bk & Safety 3t Work stc. Act 1972, By signing this document and returming it 10 the school | 3 comsenting 1o the
bhead. By signiog s 1 LERC holding l etal for the purpove of arvanging my dacement. | understand
that ey data coukd b wsed il servt graining and emphzyment. |

2t

‘ this requestihave tosand an emal with my request 1o, I x

SIGNED

Printhame

Date

SchoclName
Privacy Statement
Wieid Bhe 20 ke I touth with you b e services we offer o young peccle We will never sell your
dataanc, e sequre. L = i, For further detaikson

bowyous 2atais used and stored please viskt iz csn o1

Parent / Legally Responsible Person Statement

ptr0m srd young pervom specitic siak ssessment snd underatsod that

ey somlaughtier st follow thia risk iisessment and the orgariat R 30 safety procedures. Jean co oy o msghtes has

attended anin : b T w iy s gt 5 lassod 5 54 emphoye whvbt on wark experience

for the purpote of intur 3nce anc will 3bice by the gl recuiremnents urder the biealth § Safety 3t Wori et A2t 19741 ave pevided - formstion on
! hover a0d agree to redover If this isformation

aughter be unable to sttond their lsccment. By signing (i dacument and returning t Lo the schoobagency lam comsenting to

the psment ging sheat

PrintNama




If a student has been confirmed to a placement
but the Health & Safety Visit still needs to take
place, learners will receive a Letter to let them
know this.

If we are struggling to contact their Self-
Placement employer, we may ask you for
additional contact information

Sometimes we are unable to see the Employers
Liability Insurance at the time of a Health & Safety
visit, so LEBC will be chasing employers to see this.
If we are still waiting to see this, Learners will get
a letter to clarify this.

Once visits have taken place, and we have
received the Employers Liability Insurance, we
will send the Students Confirmed Paperwork to
School.

Leicestershire Education Business Company

Lel

Work Experience Placement - Gina Richards

Dear Gina

At the moment your work experience placement is confirmed however one of aur employer
assessors needs to meet with the employer. They will conduct our health, safety and welfare
visit te ensure that the placement is safe and meaningful for you.

Until this visit has been completed we are unable to send you the contract for the placement.

As soon as this visit has been completed and our assessors have approved the work
experience placement we will send the paperwork to your coordinator in school / college and
they will pass this on to you.

If we are having difficulties making contact with your employer for a visit and it is a seif-
placement we may come back to you to find alternative contact details
Good luck with your placement!

Best Wishes

LEBC Work Experience Team

icestershire Education Business

Caompany

30 Frog Island

Off North Bridge Place
Leicester

LE3 5AG

Telephone no: 0116 240 7000
Emailirequests@leicsebe.org.uk



STEP 3 - UNPLACED
LEARNER LETTER

 If we have been unable to place the Student in o

30 Frog Island
Off North Bridge Place

their choices and travel areas they will receive a ot

LE3 5AG

letter to let them know. P o |
» There will be a list of placements available for the Lo e - o P S

students to pick from. These are employers that ooy o o st et o

have said yes to accommodating students but do kel aperieata

o . o . What happens next?
not fit with the sector choices or travel areas in o panc hers e somsaptons o you e,

Which the Students have Chosen. ;‘I:J:;r;:;:::r;:::::gn self placement if possible - if this a new employer to LEBC - we will advise your coordinator when the

‘You can go and see the work experience coordinator in your school / college to choose from one of our exciting available

* Students can try to get a Self-Placement in this pocament

If you would like to explore a different placement type or you can now travel slightly further for your placement please let your

circumstance but there is no guarantee that LEBC et vk rprn it .

Thank you for your pati Please letthe i know as soon as possible if you are able to secure your own self placement

can visit for Health and Safety in time. Lok vork o Tes000

Lekcestershire Educavon Business Company




STEP I - GETTING READY
FOR PLACEMENT

* Once your young person has received
their confirmed paperwork, had their
interview and got their paperwork
signed, they will be ready to start their
experience!

 Students should make sure they have

worked out how they are getting to

placement and confirm with their
employer what time to arrive on the
first day.




ATTENDANCE MATTERS!

If they say they’re going to attend - they need to attend!

Employers have planned their working day around having a young person with
them.

If your young person is unable to attend make sure you are letting the relevant
people know ahead of time if applicable!

* School

* Employer

Don’t just stay at home and not let anyone know.

Changes to dates/hours must be agreed.

Students should never independently change their working arrangements with
an employer.




Your Role as a
Parent/Carer

Support - Encourage —~ Empower

You can help by:

@ Helping them prepare

Helping them plan their journey

® Encouraging punctuality

lil Helping them think about appropriate clothing

“ Encouraging them to communicate
independently

? Helping them think of questions

1" Encouraging them when they're nervous

We want young people to become independent and
confident in the workplace.




WHAT AAPPENS AFTER
WORK EXPER/IENCE?

The experience doesn't end when they leave the workplace.

Encourage your young person to think about:
 What did I learn?
 What did I enjoy?
« What skills did I develop?
* What surprised me?
* Would I want to do this career in the future?

They can then use the experience when discussing:
- College
University
Apprenticeships
B CVs



PARENTS ' MOSTASKED
QUESTIONS &

Can thev change their placement?

No, students should not change their placement. If they are not happy with their placement, please try to
encourage them to give it a go. It is all about getting skills and experience. If they do not attend, they will miss
out!!

What should they wear?

Students should read their confirmed paperwork. On here it will tell them what they need to wear. Some
placements may ask them to wear specific safety boots (mechanics etc)

Can they do a placement with a family member?

Yes! Students can go on placement with family members if the
employer/business has the correct insurances.

What happens if we can’t get in touch with the employer for a pre-placement interview?

Please let the school know. They will pass this to LEBC and we can assist in contacting the employer.



PARENTS MOSTASKED
QUESTIONS &

Does it matter if the work placement isn’'t what they want to do in the future?

No! Work Experience is all about gaining valuable skills & having something to put on future applications. If
your young person wants to be a lawer, they do not specifically have to do a placement in law. They could do
a placement in a school and still gain all the experience and knowledge that colleges and apprenticeships
want to see.

What happens if my young person isn’t enjoying the placement?

Encourage them to carry on! If they stick to it they will gain resilience which is an amazing sKkill to have.
Encourage them to ask their employer for more tasks, or anything that could better their experience.



