Work Placement Agreement 
This workplace agreement is between the work placement provider and the young person. It outlines the basic information that should be gathered and provided for the young person and organisation, the working arrangements during the work placement, and the planned activities that will take place. The template below is an example and can be amended as needed.
	Student name
	


	School/college (if appropriate)
	



	Employer/organisation
	


	Placement address
	


	Named supervisor/buddy
	


	Dates and times
	


	Lunch/break arrangements
	


	Emergency contact
	Name:
Relationship:
Phone: 


Placement role and planned activities
Brief description of the role, department and planned tasks or activities: 
	Use this space to give an outline of the role and the different types of tasks/activities planned for the placement.













Responsibilities and expectations
This work placement is intended to support trainees to gain insight into the workplace, develop employability skills and support career learning, in a safe, supportive and supervised environment. The following table outlines the responsibilities for the employer and the trainee, and what both parties can expect from each other.

	Trainee responsibilities and expectations
	Employer responsibilities and expectations

	· Attend on time and contact your supervisor before your start time if you are going to be absent or late.
· Follow instructions and health and safety guidance.
· Behave respectfully and professionally.
· Dress appropriately for the environment and wear personal protective equipment if required.
· Maintain confidentiality.
· Ask for help if unsure.
	· Provide a safe, welcoming, supportive and supervised environment.
· Give an induction, including health and safety information.
· Explain expectations clearly.
· Provide appropriate feedback.
· Follow safeguarding, confidentiality and data protection requirements.
· Supply personal protective equipment if required.


Health, safety, safeguarding and confidentiality
The employer confirms that appropriate risk assessment, supervision, induction, insurance and first aid arrangements are in place for the placement. The trainee will not be asked to carry out unsuitable tasks and will be told about any restrictions, required training, personal protective equipment or confidentiality expectations before taking part in activities.
Any safeguarding, wellbeing, health and safety or conduct concerns should be raised as soon as possible with the named workplace supervisor and the school/college contact.
Agreement and signatures
By signing below, the trainee and the employer confirm that they understand the placement arrangements and agree to support a safe, positive and meaningful work placement experience.
	Trainee agreement and signature

	Name:
Signature:
Date:

	Employer agreement and signature

	Name:
Signature:
Date:



