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Work Experience Policy

Introduction 

The purpose of this Work Experience Policy is to provide a structured framework for offering work experience placements that benefit both the individual and Clarke and Son. This policy aims to ensure that placements are meaningful, educational, and safe for all parties involved.
Clarke and Son recognise that work experience is a valuable tool for supporting people to understand and experience the world of work and to identify and nurture potential future talent.
We aim to:
· To provide participants with a realistic insight into the professional environment and industry practices.
· To help participants develop skills, knowledge, and confidence that will assist them in their future careers.
Scope
This policy applies to:
· Potential work placement candidates.
· All members of staff who are involved in the planning, coordination, and supervision of work experience placements.

Eligibility

Work experience placements at Clarke and Son are offered to:
· University students studying a law degree.
· Individuals undertaking a law specific course with a higher education establishment. This does not include a law A Level. 

Unfortunately, we are not able to take placements from secondary school students or those studying A levels. 

Available Places

To ensure that our work placements offer the best possible experience, we limit the number of placements we offer each year to 2. 

We will offer placements and accept applications during the following windows:
· Two placements in the summer term between June and August (applications submitted by 30th April)



Application Process
Interested candidates must submit a completed Work Experience Application Form (found on our website), along with a CV. 

Applications will be reviewed, and where more than 2 candidates meeting the criteria are shortlisted, candidates will be asked to complete a short online interview.

Successful applicants will be notified in writing and provided with details of their placement.

Once the Company has allocated the 2 places, no further work experience placements will be considered. Potential candidates will be advised that no further applications are being received. 

Placement Duration
Work experience placements must last at least one week. At the discretion of the company, they may last longer.  We are unbale to take day placements or any placements lasting less than one week in duration. 

Induction
All work experience participants will undergo an induction process, which includes:
· An introduction to Clarke and Son and its operations.
· A tour of the site and introduction to all staff. 
· Health and safety training relevant to their placement.
· An overview of the relevant company policies and procedures, including confidentiality and conduct.

Supervision and Support
Each participant will be assigned a supervisor who will be responsible for their supervision and support during the placement. The supervisor will be responsible for coordinating where the participant will work and what activities they will undertake. 
Regular check-ins will be conducted to ensure the participant is progressing well and to address any concerns.

Participants will be made aware of how to contact the HR Manager should they need additional support.

Evaluation and Feedback
At the end of the placement, participants will be asked to complete a feedback form to evaluate their experience.
Supervisors will provide participants with constructive feedback on their performance and areas for development.

Feedback from participants will be used to improve the work experience program.

Health and Safety
Clarke and Son is committed to providing a safe working environment for all participants.

All participants must adhere to the company’s health and safety policies and procedures.

Any incidents or accidents must be reported immediately to the supervisor and recorded in accordance with company policy.

Confidentiality
Participants will be exposed to sensitive information during their placement. They are required to maintain confidentiality and not disclose any company information without prior authorisation.

A confidentiality agreement must be signed by all participants before the commencement of their placement.

Equal Opportunities
Clarke and Son is committed to providing equal opportunities and welcomes applications for work experience from all individuals, regardless of their background.
All placements will be offered based on merit and the potential benefit to both the participant and the company.

Termination
Clarke and Son reserve the right to terminate a work experience placement at any time if the participant fails to comply with company policies, exhibits inappropriate behaviour, or if the placement is no longer viable.
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