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Policy Intent 
1.  Work Experience is part of the government’s package of Get Britain Working 

measures that can be used by Jobcentre Plus to help individuals into work.  

2.  Work Experience placements can be flexible, lasting between 2 - 8 weeks and 

with attendance between 25 – 30 hours per week (unless there are agreed 
restrictions on the JSAg), with the aim of: 

  maximising the number of young people moving into employment or training; 

  providing young unemployed people with quality work experience; and 

  minimising the number of young people flowing onto the Work Programme. 

3.  The Work Experience model is targeted at younger JSA claimants, with little or 

no work history and a low skills base. It provides the opportunity to gain work 
skills and experience with employers in the local labour market.  Participants 
must be motivated and demonstrate a willingness to work. 

4.  The decision for a claimant to participate in Work Experience is voluntary 

(Jobseeker’s Directions should not be used). However, except for 16/17 year 
olds, participation is mandatory once the claimant has made a decision to 
participate (apart from the probationary week). 

5.  Claimants will remain on benefit throughout the Work Experience and funding is 

available to cover participant travel, childcare, replacement care and reasonable 
adjustments costs arising as a result of the placement. 

Eligibility 
6.  Work Experience is primarily aimed at younger JSA claimants aged 18 to 24 from 

week 13 of their claim up to referral to the Work Programme.  

7.  Where an adviser believes Work Experience will benefit a claimant, there is 

discretion to refer claimants earlier than week 13 and, exceptionally, those aged 
25+ who have no recent work history.    

8.  JSA claimants aged 16/17 are eligible for Work Experience placements from day 

1 of their claim where the employer has signed up to the additional employment 
rules for this age group. 

9.  Except for 16/17 year olds, participation for Work Experience is mandatory once 

the claimant has agreed to participate (apart from the probationary week). 

10. The eligibility criteria for Work Experience is that the claimant must be in receipt 

of JSA or have an underlying entitlement to JSA. This means that couples who 
are part of a Joint claim for JSA, and are both subject to JSA conditionality, are 
eligible for Work Experience.   

Probationary Week 
11. Participation in Work Experience will be mandatory once a  claimant over 18 has 

accepted a placement. Work Experience sanctions will apply to those 
customers who fail to comply with the terms of their placement for the following: 

  Failure to Start (FTS) the placement;  

  Failure to Attend (FTA) the placement (after the 1 week probationary period);  

  Leaving the placement voluntarily (after the 1 week probationary period); or  

  Dismissal from the placement through misconduct. 
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dismissed for misconduct, then the employer/participant can agree that the 
placement is not working out and terminate it within the first week without any 
sanction activity.    

Placements within DWP 
12.  The Department is participating in the Work Experience programme as part of 

our commitment to Get Britain Working. Placements will be available throughout 
all DWP delivery businesses. DWP placements last from 4 to 8 weeks and are 
available to JSA claimants aged 16 and above. 

13.JCP managers have been asked to contribute towards the DWP commitment by 

identifying and hosting placements within local offices and in the 
Directorates.  HR have appointed a designated Scheme Co-ordinator to manage 
delivery of the programme in DWP.  All opportunities and placing of Work 
Experience participants into DWP, including security checking, must be done via 
the Scheme Co-ordinator.  Managers considering or hosting a DWP Work 
Experience placement should follow the guidance Work Experience Placements - 
a Guide for Managers    

14. There are additional steps in the Work Experience procedure and additional 

requirements for claimants being referred to a DWP Work Experience placement. 
These are outlined in Annex 1. 

 District Accountability / Flexibilities 
15.District Managers have overall ownership and accountability for the delivery of 

Work Experience. Additional resource for districts to deliver a brokerage, 
management and support function for Work Experience has been allocated, with 
District Manager discretion on how this role is delivered. 

16. The roles, responsibilities, hand-offs and organisational structure involved in the 

delivery of the Work Experience model will be defined by District Manager.  
However, for ease of reference, we have shown this as a Work Experience Co-
ordinator / team role. 

17. The District must actively engage with employers, understanding their recruitment 

requirements and promoting the benefits of Work Experience to their business 
and provide a single point of contact for the employer. 

18. The Work Experience Co-ordinator role may be combined with the Employer 

Adviser, sbwa Co-ordinator and other roles within the District Employers and 
Partnerships Team, in order to create a single multi-functional team, responsible 
for co-ordinating all employer engagement and GBW activities across the District. 

The Work Experience Co-ordinator / Team Role 
19. The role of the Work Experience Co-ordinator/ team is to work with employers 

and advisers to promote, gain agreement and co-ordinate Work Experience 
placements.  They will be the single point of contact for Work Experience 
employers once the placement is underway, and will be responsible for 
responding to any issues that arise during the placement. 

20. The Co-ordinator will work with managers and the District Employer and 

Partnerships team to ensure that local labour market knowledge and intelligence 
is gathered and used to identify the labour market demand to support Work 
Experience.  
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teams to ensure that there is a high level of awareness of Work Experience 
opportunities available locally and that Work Experience is effectively promoted 
to eligible JSA claimants. 

22. A Work Experience Co-ordinator / team may assume responsibility for managing 

a caseload of JSA claimants who are interested in Work Experience placements. 

23. The Work Experience Co-ordinator will ensure: 

  Sufficient numbers of work experience placement opportunities in the 

appropriate sectors/industries are available to meet the District’s requirement  

  Advisers have access to sufficient information to enable them to effectively 

promote Work Experience to eligible JSA claimants  

  Employers sign the Work Experience Placement Agreement and agree start 

dates for work experience placements   

  Work experience placements opportunities are set up on LMS  

  Employers are provided with details of appropriate Work Experience 

participants who are expected to start work experience placements   

  Employers confirm Work Experience starts, fail to attends, early leavers and 

completions  

Identifying Opportunities 
24.  Districts will need to build a picture of local labour demand featuring vacancy 

trends, current vacancies, claimant caseloads/volumes by JSAg preferences / 
occupations sought using a range of sources including using the Knowledge Hub 
to find out information on:  

  Analysing vacancies available by sector;  

  Employer engagement/vacancy planning;  

  Local Labour Market knowledge and intelligence in relation to vacancies and 

new business opportunities;  

  Supply and demand data; and  

  Vacancy trends and current vacancies  

25. Districts may additionally contact employers to source Work Experience 

placements based on their Work Experience Caseload, Adviser referrals and, on 
occasion, where a claimant has found their own Work Experience placement.  

26. Where suitable matches are not being found for claimants on caseloads, eg there 

are few or no placements in sectors that attract or interest claimants, liaise with 
NEST and the District Employer and Partnership team to consider ways of 
increasing those placements.  You may also ask advisers to consider if the 
claimant’s expectations are realistic in the local labour market.  

Engaging with employers  
27.  Use your local knowledge to identify those employers who, based on the local 

labour market demand would benefit from and be able to host a Work Experience 
placement.  Before approaching local outlets of national employers districts 
should consult the National Employers Get Britain Working sites to establish what 
has been agreed to enable local delivery. 

28. Full guidance, key messages and products to support national and local 

employer engagement is here.   
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29. Employers must be made aware of the additional employment and health and 

safety rules that apply to 16/17 year old workers as the same conditions also 
apply to Work Experience.   

30. DWP placements are open to 16/17 year olds. 

Workers aged 16 and 17: the rules 
31. If workers are over the minimum school-leaving age but under 18, they must not 

work for more than eight hours a day or 40 hours a week. These hours worked 
cannot be averaged out and there is no opt-out available. If you employ anybody 
in this age group you must also give them: 

  a break of 30 minutes every four-and-a-half hours worked  

  a rest period of 12 hours between each working day  

  two days off a week  

32. Employers must agree to the above conditions prior to JCP referring a 16/17 year 

old and sign a revised WEP Agreement.   

33. Young workers may not ordinarily work at night between 22.00 and 06.00.  
34. Under-18s may be employed in certain dangerous environments only if it is 

necessary for their training, they are supervised and the risks are minimised. 

35. Employers can find full details at www.businesslink.gov.uk.   

Workers aged 16 and 17: Risk Assessments 
36. Employers must carry out, or review, a risk assessment, paying attention to the 

health and safety implications of employing young people and considering their 
immaturity as well as their inexperience.   The risk assessment will vary from 
employer to employer, so they should be signposted to the HSE guidance  

37. There is no need for an employer to carry out a new risk assessment for every 

young person, as long as their current risk assessment takes account of the 
characteristics of young people and activities which present significant risks to 
their health and safety.  

38. Employers can also consider developing generic risk assessments for young 

people, ideal for Work Experience placements.  

4 Week Extension for Apprenticeships 
39. To ensure that opportunities for young people on JSA are maximised, it should 

be mentioned that Work Experience can help young people into training and 
education as well as work.  There are clear business benefits for recruiting 
Apprentices and Work Experience can be a way of assessing a potential 
candidate. 

40. Apprenticeships create a highly skilled workforce, boost productivity and support 

staff retention.  Research shows they are an optimal way of training, developing 
and skilling people for the future, helping businesses secure a supply of people 
with the skills and qualities they need and which were often not available on the 
external job market. 

41. If, during the Work Experience placement, the employer decides to offer an 

Apprenticeship opportunity, and it is accepted, the Work Experience placement 
can be extended for a further 4 weeks while arrangements are made.  Employers 
and claimants should be directed the employer to the National Apprenticeship 
Service in England, Careers Wales or Skills Development Scotland to gain expert 
advice.   

42. More information for employers about Apprenticeships can be found at 

www.apprenticeships.org.uk/Employers.aspx 
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43. A Work Experience Placement Agreement must be agreed and signed by the 

employer (confirmation by email is acceptable) before the placement 
commences.  The Work Experience Placement Agreement contains the legal and 
policy requirements above the signature and date.  It is good practice to record 
this in ‘notepad’ on the LMS Employer record.  

44. The new WEP Agreement template must be used from 24 October 2011, with the 

second paragraph under Health, Safety and Welfare deleted as appropriate.  
There is no expectation of a formal review of existing WEP Agreements to 
include 16/17 year olds, but that eligibility for this group is discussed and agreed 
(or not) with the employer during the normal course of business.  Where it is 
agreed, then a revised WEP Agreement must be signed.   

45. Districts may choose to complete the DEPT Placement Template to help with 

setting up the LMS opportunity.   This template has been amended to show 
whether the employer will agree to host placements for JSA claimants aged 16+  
or 18+.  Some Districts are using this form as an Annex to the Work Experience 
Placement Agreement as good practice.   

46. Communicate all new Work Experience opportunities to advisers as soon as 

possible.  . 

CRB Checks 
47. Jobcentre Plus cannot fund CRB checks on behalf of employers. During the initial 

discussion with employers, it must be made clear that it is always the employer’s 
responsibility to obtain and fund the check. 

48. Once a participant has agreed to participate, the employer may, by exception, 

have the cost of an enhanced CRB check reimbursed where the participant 
meets the conditions in the CRB Framework.  As this will not be known until the 
participant has agreed to start the Work Experience placement, the employer’s 
and claimant’s expectations must be managed. 

49. For all Work Experience CRB checks, irrespective of age, use the ACME tool 

account code : Mainstream Customers, GBW and CRB/PV (code : 40423). 

CRB Checks in the Health Care Sector 
50. The Care Quality Commission have issued specific guidance for providers and 

managers of adult social care services who are accepting people on Work 
Experience placements from DWP employment programmes. This means that for 
Work Experience placements lasting a maximum of 2 weeks the requirement 
for participants to have an enhanced Criminal Record Bureau (CRB) check is 
removed. 

51. More information on this can be found in the sbwa guidance on CRB checks. 
52. Claimants who participate in a Work Experience placement in the care sector 

under this exception must be informed that they will need an enhanced CRB 
check before they can be employed in this role by registered care providers.  

GBW WE LMS Opportunity 
53. Districts will need to set up a GBW Work Experience Opportunity on LMS.  This 

will be used to capture MI on referrals, starts and completers.  Districts can also 
choose to have Work Experience opportunity details in the District Provision Tool, 
or local equivalent. 
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already) and the GBW Work Experience Opportunity set up against this provider 
record, otherwise the information will be incorrectly displayed as a vacancy. 

55. The Opportunity should contain: 

  submission arrangements to the Work Experience Co-ordinator / team using 

Work Experience Referral Template or local template.  Do not make a referral 
to the Opportunity; 

  that a completed data consent form, data consent form (W) is required; and 

  that any other employer requirements (CVs, CRB etc) must be completed 

where this has been agreed with the employer. 

  the age eligibility for the placement as Open to 16+ or 18+ to ensure that 

Advisers make suitable and eligible referrals. This information should also be 
included when sharing Work Experience opportunities outside of LMS 
(the employer requirements for DWP placements are in Annex 1) 

Personal Adviser Role 

Identifying suitable, eligible claimants 
56. Only suitable and eligible claimants are referred to the Work Experience Co-

ordinator / team. Suitable claimants will: 

  Not have significant needs relating to numeracy, literacy or general 

employability skills.  

  Have little or no work no work history and a low skills base.  

  Be motivated and demonstrate a willingness to work (the employer 

requirements for DWP placements are in Annex 1) 

Initial discussions with the claimant 
57. Explain the benefits of taking part in Work Experience, for example: 

  Improves their job prospects  

  See the skills and behaviours employers want from people  

  See how the skills they have can be adapted to the workplace 

  Gain real life work experience  

  Build their confidence  

  Add to their CV, including a work related reference/referee  

  Give an employer chance to see how well they can work  

  Travel, childcare and reasonable adjustment costs will be met  

  Claimant’s benefit will not be affected whilst participating 

58.  Advisers should  also discuss: 

  The Work Experience requirements, including attendance, time keeping, 

behaviour, appearance, hygiene and adherence to health and safety 
requirements. 

  The probation period. 

  The requirement for the claimant to continue to attendance FJR and other 

advisory interviews whilst participating in Work Experience and the flexible 
alternate arrangements (early/late signing).  Districts can consider postal 
signing for the claimant where the placement is in a rural area or where it is 
not feasible to bring the claimant into the Jobcentre   

  Feedback indicates it is useful that the claimants attend at the Jobcentre as it 

gives staff a chance to sort out their fares, any problems they may have and 
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employers environment. 

  Any special needs and reasonable adjustment issues they may have. 

  The role of the Work Experience Co-ordinator / team who will match them to 

Work Experience placements and co-ordinate the arrangements between the 
claimant and the employer 

  That they may be expected to attend an interview with the employer, or 

provide a CV, depending upon the employer’s selection criteria.  

  That they may do their own search for an employer who is willing to offer them 

a Work Experience placement and, if they find one, to inform the Jobcentre 
immediately.  

  That they will need to sign a data sharing consent form in order to share their 

details with the employer and obtain progress reports 

59. If discussing a specific Work Experience placement, this should include as much 

information as possible about the employer, the role, the hours etc.   

60. Ensure the claimant understands that once they agree to participate and have 

received the written notice with details and a start date for the Work Experience 
placement, that attendance will be mandatory and sanctions will apply if they do 
not start or complete the placement following the probationary period.   It is 
imperative that the claimant is made aware of how sanctions will affect them.  

61. 16/17 year old Personal Advisers should explain the benefits of Work Experience, 

following the guidance above, with the following key difference: 

  Participation in Work Experience is not mandatory for 16/17 year old JSA 

claimants, even if they turn 18 during the placement; no sanctions will apply. 

62. A presentation has been developed to support advisers, should they choose to 
deliver group presentation sessions to young people.  

Actions to take if claimant is suitable and agrees to participate in Work 
Experience 
63.  Advisers should: 

  Complete the Work Experience Referral Template (or locally designed 

template) 

  Ensure the Data Sharing Consent Form is completed and retained in the 

claimant’s file. 

  Ensure that any additional employer requirements are completed (as per the 

submission arrangements)  

  Check eligibility and complete any CRB forms if appropriate (only where there 

is a specific placement opportunity where this is a requirement) 

64.  For DWP WE placements, WE co-ordinator/teams must follow Work Experience 

Placements - a guide for Managers and send the data to the DWP WE Scheme 
Co-ordinator to conduct the security checks. 

65. Send the documentation to the Work Experience Co-ordinator / team. 
66. Note the referral on the claimant’s LMS record.  Do not make a referral on the 

Work Experience Opportunity (unless this is an agreed district policy) and do not 
issue a letter to the claimant at this point. For DWP placements a security check 
is needed which can take up to 6 weeks to process. 

67. Advisers may also conduct the Pre-Start Interviews depending upon how Work 

Experience is organised in your District. Guidance on this is contained at para 81. 
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Selecting Interested Claimants for Work Experience placements 
68. Consider the suitability of interested claimants to the Work Experience 

placement, using the Work Experience Referral forms (or local templates).  A 
good practice is to create an LMS caseload for ease of reference. 

69. To improve the likelihood of Work Experience placements being successful, the 

selection process must consider the employers requirements and an assessment 
of a claimant’s interest in the role/sector. 

70. Given employers’ preferences for enthusiasm above almost any other employee 

quality, you may wish to contact the claimant to gauge interest in particular Work 
Experience placements before putting them forward. 

71. Where an employer has requested to be involved in the selection, provide a 

shortlist of claimants for their perusal, including any CVs etc that the employer 
has requested.  Please be aware of the security standards for sending 
information to external organisations. 

72. On occasion, an employer may wish to informally interview claimants.  In these 

instances, agree interview dates and times with the employer. You may wish to 
inform claimants of the interview by using the non mandatory appointment 
(referral) notification. (Select REF LTR  + Select NON MANDATORY Radio 
Button on right hand side of screen). Attendance at this interview is not 
mandatory – the Work Experience measure is not a job offer or part of the Skills 
Conditionality regulations. 

73. In both instances, you will need to make the employer aware of any reasonable 

adjustment requests as appropriate and request feedback for the unsuccessful 
claimants. 

74. Update LMS by referring the selected claimants to the Work Experience 

Opportunity.  This will generate the Work Experience Referrals MI for your 
office/district.  

Confirm the Work Experience Placement with Employer 
75. Contact the employer to confirm the placement details, including, where 

appropriate, who they/you have selected.  This needs to be, at a minimum, the 
start date, time and who the claimant should report to.  Where the employer has 
not been involved in the selection, you will need to make the employer aware of 
any reasonable adjustment requests as appropriate.  

76. Where the employer gives feedback about unsuccessful claimants, pass this onto 

the Adviser and discuss the next course of action, including retaining the claimant 
on the Work Experience caseload. 

Mandatory Start to Work Experience – actions to take if claimant is suitable  
77.  Contact the claimant and offer them the Work Experience placement, confirming 

start dates etc.  The claimant must be given full information about the Work 
Experience placement to ensure they can make an informed decision about 
taking part, especially as it is mandatory once the claimant has agreed to 
participate (except for 16/17 year old JSA claimants).  

78. Outline the support the employer and Jobcentre Plus will offer during the 

placement, and who their contact will be should they need advice. This should 
include: 

  To let you know if they are unable to attend the Work Experience placement 

for any reason 
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employer, giving them a contact name and telephone number 

  That they must contact Jobcentre Plus if they: 

  have a change of circumstances 

 are sick 

  leave the placement 

79. If the claimant agrees to the Work Experience placement, ensure a mandatory 

flexible intervention interview is arranged in order to conduct the Pre Start 
Interview.  It must be explained that attending the interview is a mandatory 
requirement under the JSA regulations and that, should they fail to attend that 
DMA action may be taken.   

80. Set a LMS workflow prompt for the first day of the placement to confirm 

attendance with the employer. 

Conducting the Pre-Start interview 
81. The Pre Start interview can be conducted by the Work Experience Co-ordinator / 

team or the Adviser.  As good practice, the claimant is informed of the placement 
details and requirements by the Work Experience team (para 76-79) with a hand-
off to the Adviser to conduct the pre start interview below. 

82. Select LMS interview type – Flexible Intervention. 
83. Update the Work Experience Opportunity with the relevant start and end dates 

and issue the mandatory notification to start (Select START LETTER + Select 
MANDATORY Radio Button on the right hand side of screen -  this will produce 
the letter with Sanction details included).   

84. For 16/17 year old JSA claimants, a non-mandatory notification to start must be 

issued (select START LETTER + select NON MANDATORY Radio Button on the 
right hand side of the screen).  There is no requirement to get a signature for this 
notification.  

85. It is good practice to obtain the claimant’s signature on the notification letter to 

confirm receipt and retain a copy of the signed notification letter in the claimant’s 
file. 

86. Any subsequent changes or additions to the Work Experience placement must 

be notified to the claimant by issuing a further mandatory/non-mandatory 
notification letter when they occur. A copy must be kept in the claimant’s file. 

87. Reiterate to JSA claimants aged over 18 how sanctions would affect them if they 

do not participate as required in Work Experience, explaining more about the 
probationary week. 

88..Remind claimants of the Work Experience placement requirements, including 

agreement of how and when they will sign for the period of the placement.  See 
paragraph 57 for further information on signing arrangements, 

89. Agree travel, childcare, reasonable adjustment and replacement care costs 

needs.  See claiming travel and childcare costs section. 

90. If the claimant does not attend the interview, consider DMA action.  Discretion 

should be used to consider re-engagement with the Work Experience placement 
and/or retention on the caseload.  

Claimant starts Work Experience placement 
91. Contact the employer to confirm the claimant has started and update the Work 

Experience Opportunity with the confirmed start.  This will generate the Work 
Experience Starts MI for your office/district.  
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92. Once a JSA claimant aged over 18 agrees to participation in Work Experience 

and has received the written notification (in para 83), Work Experience becomes 
mandatory.  

93. If the 18+ JSA claimant does not start, complete a WE DMA 5 and refer to the 

Adviser to consider DMA action.   

94. Participation in Work Experience is not mandatory for 16/17 year olds, even if 

they turn 18 during the placement.  

95. In both instances, update the GBW WE opportunity with DNS. 
96. Discretion should be used to consider re-engagement with the Work Experience 

placement and/or retention on the caseload.  

During the Placement 
97. The Work Experience Co-ordinator/team must liaise with Work Experience 

employers to ensure the smooth running of Work Experience placement and 
resolve any issues that arise as soon as possible.   

98. This will include sharing information about the participant’s attendance, conduct, 

accidents and changes to the Work Experience placement conditions.  

99. During a Work Experience placement, the employer may decide to offer an 

Apprenticeship to the Work Experience participant and, where it is accepted, the 
placement can be extended for a further 4 weeks while arrangements are made.   

100. JSA claimants aged over 18 must be informed that the same Work Experience 

conditionality and FJR attendance applies during this period.  The LMS 
opportunity should be updated with the new completion date and a new 
mandatory notification to start issued (select START letter + select MANDATORY 
Radio Button on the right hand side of the screen).   It is good practice to get a 
signature for this notification.  

101.  For 16/17 year old JSA claimants, inform them that the same FJR attendance 

applies during this period.  The LMS opportunity should be updated with the new 
completion date and a new non mandatory notification to start issued (select 
START letter + select NON MANDATORY Radio Button on the right hand side of 
the screen).  There is no requirement to get a signature for this notification. 

Support for Participants 
102. Participants should be encouraged to resolve any issues they have with the 

employer directly, but there must be a process in place for escalating and dealing 
with concerns about employers and the quality of placements.  Districts will need 
to decide whether this is through their Adviser or their Work Experience Co-
ordinator/team. 

103.The nature of the Work Experience Measure means that it could be open to 

abuse by an employer, e.g. they may not be providing the participant with the 
agreed type or quality of Work Experience, or be using the placement just to 
cover a busy period. Jobcentre Plus has a responsibility to ensure such abuse 
does not take place and to protect the interests of those participating in 
placements.  

104.Any complaints from the participant or suspicion that employers are not 

operating in the spirit of the placement must be investigated and, where 
appropriate discussed with the employer.   If doubts remain about the employer 
then the Work Experience Placement Agreement must be withdrawn. 
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105.When a placement ends, confirm the completion on the LMS ‘Work Experience’ 

Opportunity and record the ‘end reason’ as either: 

  ‘Provision Complete – Found Work’ (if the participant has been engaged in 

a job or Apprenticeship, and has moved off benefit); or 

  ‘Provision Complete – Other’ (for all other outcomes after completion of the 

placement) 

106.Ensure feedback from the employer is obtained – it is good practice to ask for 

this by email so an electronic copy is available. Share the employer feedback 
with the Adviser to support the claimant with their future jobsearch, including 
where an employer has provided a reference or agreed to be the claimants 
referee on any future job applications.  

107.Discretion should be used to consider retention of the claimant on the Work 

Experience caseload.  

Claimant does not complete Work Experience 
108.Once an 18+ JSA claimant agrees to participation in Work Experience and has 

received the written notification (in para 83), Work Experience becomes 
mandatory. 

109.If the 18+ JSA claimant leaves the Work Experience placement within the first 

probationary week, or the JSA claimant is age 16/17, then no DMA consideration 
is necessary.   

110.If the 18+ JSA claimant is dismissed or leaves after the probationary week, ask 

the employer to complete Work Experience DMA4. On receipt, complete a Work 
Experience DMA5 and refer to the Adviser to consider DMA action.  

111.Update the Work Experience Opportunity with ‘Left Provision Early – Other 

Reason’. 

112.Adviser discretion should be used to consider re-engagement with the Work 

Experience placement and/or retention on the caseload.  

113.If the JSA claimant (all ages) leaves the Work Experience placement due to 

being engaged in a job or Apprenticeship, and has moved off benefit, update the 
Work Experience Opportunity with ‘Left Provision Early – Found Work’. 

Sanctions  
114.Work Experience sanctions will apply to JSA claimants aged over 18 who fail to 

comply with the terms of their placement for the following: 
  a Claimant fails to start a Work Experience placement and cannot show good  

cause; or  

  a Claimant FTA a Work Experience placement after the 1st week, and cannot 

show good cause; or 

  a Claimant gave up a place on Work Experience early, after the 1st week, 

and cannot show good cause, or 

  a Claimant lost the Work Experience place through misconduct.                                              

115.A 2 week sanction will apply when the claimant fails to comply for the first time 

in 12 months and a 4 week sanction will apply when for a second or subsequent 
time in 12 months. 

116.Previous sanctions imposed could also lead to a 4 week sanction being imposed 

for a first Work Experience offence. 

AR Codes 
116.The AR codes are: 
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Experience 

& JSA/713Work Experience/O - Gave up a place 

on Work Experience; 

  JSA/714Work Experience & JSA/714Work Experience/O - Lost a place on 

Work Experience through misconduct; and 

  JSA/717Work Experience & JSA/717Work Experience/O - Failed to Start or 

Failed to Attend Work Experience. 

Travel, childcare, reasonable adjustments, replacement care costs 
and overpayments.  
117. JCP will pay Work Experience participants via the GBW Fund (irrespective of 
age). Travel, childcare, and replacement care costs and reasonable adjustments 
should be considered. Work Experience account codes can be found on ACME.   
118. Before a claimant commences Work Experience you must establish and 
authorise the expenses they can claim. The method and timing of payments will 
depend on the circumstances of each individual case.  

Travel Costs 
119. Claimants are able to claim the cost of travel between their home address and 
the placement location. The same principles which apply to travel including transport 
types, payments, overnight subsistence and travel warrants can be found in the 
travel expenses for job interviews chapter of the Flexible Support Fund. 
120. Tell the claimant that they must inform you immediately if the amount of their 
expenses changes. 

Payment of Travel Costs 
121.  Complete form WE Auth1 authorising payment of expenses and inform the 
claimant. 
122.  In exceptional cases if a claimant is to be given an advance payment to 

cover their travel expenses, ask the claimant to complete form WE Exp 1 / (WE 
Exp 1 W). 

123. Advise claimants who are given an advance of expenses that should they fail to 

start the placement or leave the placement earlier than anticipated, they            
will be required repay any overpayment. 

124. If a claimant is to be reimbursed their travel expenses, ask the claimant to 

complete form WE Exp2 (WE Exp 2 W).  

125. JCP / Adviser to complete part 2 of the appropriate WE Exp form, carrying out a 

check against the WE Auth 1 authorisation form. 

126. Finance officer to complete part 3 of the appropriate WE Exp form to process 

the payment.  

127. For all Work Experience travel payments, irrespective of age, use the ACME 
tool account code : Mainstream Customers, GBW and WE Travel (code : 40421). 

Childcare and Replacement Care Costs 

Payment of Childcare Costs 
128. Consider eligibility and payment criteria for payment of childcare costs.  See the 

guidance on the Flexible Support Fund.  

129. If a claimant wishes to claim for childcare costs, follow guidance in para 27 – 28 

of the Payment of Childcare and Replacement Costs chapter of the Flexible 
Support Fund. replacing the stencil at para 28 with the WE Auth 1. 
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requirement to complete the VP3. 

131. For all Work Experience childcare payments, irrespective of age, use the ACME 

tool account code : Mainstream Customers, GBW and WE Childcare (code : 
40420). 

Reasonable Adjustments 
132. Personal Advisers / Work Experience Co-ordinator / team who need advice on 

possible work place solutions that might help a disabled claimant take up an 
opportunity, may obtain advice, in the first instance, from their local Disability 
Employment Adviser. If more in depth advice is required they can contact a 
local Access to Work Adviser (AtW) Access to Work team for advice. 

133. Where necessary the AtW adviser may speak to claimants, employers and the 

Work Experience Co-ordinator / team to discuss what adjustments to the work 
placement setting are advisable. They may also give advice on how to 
commission an independent assessment of a claimant’s needs or where to 
acquire equipment. 

134. If after discussion with an employer and claimant a requirement is identified and 

agreed that incurs expenditure by Jobcentre Plus, this will be authorised and 
the purchase completed. The Work Experience Co ordinator / team confirm the 
expenditure and pass for authorisation to the person with the appropriate 
financial authority. Details should be transferred to the RM1- Payment Authority 
form (RM1) which should be sent to P2P for payment using the ACME tool : 
Mainstream Customers, GBW and Additional Support (Disabled Customers ) 
(code : 40422). 

Overpayment of Expenses 

Recovery Action  
135. Recovery action is only appropriate for expenses paid in advance. 
136. Follow guidance in para 182 to 202 of the Flexible Support Fund replacing the 

overpayment letters with the Work Experience Overpayment letters, WE 
Ovpt1, (WE Ovpt1 W), and WE Ovpt2, (WE Ovpt2 W)  

Retention of paperwork 
137. While an overpayment is still outstanding retain the forms indefinitely. This 

includes any overpayments that have been written off. 

138. Retain securely all papers relating to completed applications, with no 

outstanding overpayment, for 18 months following the end of the financial year 
in which the application was made or any overpayment was fully recovered, 
which ever is the later.  

Annex 1 – Additional requirements for DWP Work Experience  
There are further steps and requirements which must be considered for DWP Work 
Experience placements in addition to this Work Experience procedural guidance. 
These are given below. 

LMS Opportunities 
Agencies within DWP (including JCP) are regarded as providers rather than 
employers and LMS provider records have been set up nationally to enable 
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numbers: 

  HSE Work Experience – 8209860 

  Jobcentre Plus Work Experience – 8209866 

  DWP Corporate Work Experience – 8206110 

  PDCS Work Experience – 8206114 

  CMEC Work Experience – 8209867 

Submission Arrangements 
Once the LMS opportunity has been set up the following additional information 
should be included within the submission arrangements on LMS: 

  Data consent  

  Security checks and issue of letter of evidence 

 CRB 

check 

  Private office checks 

 Reasonable 

Adjustment 

 Equal 

opportunities. 

Security Checks 
Arrangements should be made to provide the claimant with an explanation of 
security checks as a result of the issue of the letter of evidence. 
Complete the security forms Work Experience in DWP Security Checks using the 
notes for completion. Consider CRB and Private Office requirements as appropriate. 
The forms together with a potential start date should be sent to the HR Scheme Co-
ordinator securely in Orange Security Pouches using the full postal address: Work 
Experience Scheme Co-ordinator, DWP Apprenticeships and Work Experience 
Coordination Team, Block A1, Porterbrook House, 7 Pear Street, Sheffield, S11 8JF, 
and update LMS conversation.   
For DWP placements a security check is needed which can take up to 6 weeks to 
process      

Claimant Failed Security Checks 
If the claimant fails the security check, action should be taken as per para 76 

Claimant Cleared Security Checks 
If the claimant clears the security checks, action should be taken as per para 75 and 
77 onwards. 

Starting the Work Experience Placement 
The Work Experience Co-ordinator / team should continue action as per para 91. 
The DWP Host Manager should continue action in the Work Experience Placements 
in DWP – A Guide for Managers from para 32. 
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