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Introduction  

1. This guidance is aimed at managers who are responsible for managing Work 
Experience placement participants within the Department and its businesses, i.e. 
where DWP is the host for the placement.  

2. It covers the aims and objectives of the Work Experience placement, how to 
identify a Work Experience placement participant and the role of managers before, 
during and at the end of their Work Experience placement in DWP.  

3. The guidance outlines the key actions that host managers, Personal Advisers, 
Work Experience Teams and others will take when placing Work Experience 
participants into DWP. This information is provided to help managers understand 
the process that will be followed.  

4. This guidance is not intended to provide the detailed processes for Jobcentre 
Plus Personal Advisers or Work Experience Teams. These processes for placing 
customers and supporting participant in Work Experience placements (irrespective 
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Guidance.  

Background to Work Experience 

5. Work Experience is part of the package of Get Britain Working pre-Work 
Programme measures that can be used to help individuals into work or self 
employment. 

6. Work Experience will offer eligible customers a period of work experience with a 
large or small employer of bet
3 

Participants must be told that their placement is for a period of between 4 and 
8 weeks) and there can be no expectation of a permanent or temporary job at 
the end of the placement. They should be reminded of the need for them to 
continue to attend the Jobcentre for Fortnightly Jobsearch Reviews. 

4 

Appropriately tailored induction must be delivered, to include (but not limited 
to) the following DWP policy and procedures:-             

  Diversity and Equality 

 Health 

and 

Safety 

  Standards of behaviour 

  Placement hours of attendance 

 Internal 

security 

 Electronic 

Media 

Managers should explain to participants what is required in terms of dress 
standards, behaviour and time-keeping, and action to be taken if they cannot 
attend due to illness or other reasons.  
A name badge should be issued following normal practice – regarding the 
participant as a visitor 

  

WE participants should be treated in the same way as other visitors to the 
office and are covered by Section 23 of the e participants with a WE in DWP Placement record 
stencil for them to record their day to day activities, progress and questions 
during the placement. This will support later evaluation of the placement.  

9 

Informal arrangements must be in place throughout placements to hold 
discussions with participants to check on progress and to deal with any 
issues. Constructive feedback will help participants reflect on their 
performance and achievements. Discussions will also help to identify 
activities which could be undertaken during the placement which might help 
to address gaps in knowledge.  

 

During the Work Experience Placement 

35. It is important that Work Experience participants engage in a range of 
meaningful and real activities during their placement in order to give them a proper 
and useful insight into the world of work. Participants however must not displace 
employed staff, so care must be taken as to what activities they should be asked to 
undertake.  

36. Whilst it may be useful for a participant to shadow different members of staff to 
gain an insight into the variety of roles, shadowing should not be the only activity 
that they participate in. Where a participant is job shadowing, attending meetings, 
taking minutes, etc. care should be taken not to avoid giving them with access to 
sensitive materials or information.  

37. In the event that the participant observes interviews or other conversations with 
customers, the host manager must ensure that the business customer 

  is aware that the person attending is on Work Experience;  
  knows they are not a DWP employee;  
  consents to the Work Experience participant’s involvement in the business     

activity  

38. If, during the placement, the host wishes to consider extending it, this must be 
discussed with the Work Experience Team. In total the placement must last no 
more than 8 weeks.  

Access to systems 

39. Host managers must ensure that the Work Experience placement participant is 
only given access to the appropriate IT systems (i.e. Outlook, DWP Intranet and 
any locally authorised applications deemed essential for the Work Placement). 
Work Experience placement participants must not be given access to 
systems which hold personnel or customer data (Labour Market System 
(LMS), Pension Service Computer System (PSCS), Resource Management 
System (RMS), etc).  
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Device (PID – a “Smartcard”) the normal secure allocation process should be 
followed  

41. To obtain the dummy ID required for access a DWP Non 1 form should be 
submitted to Employee Services, by service request (When the service request is 
set up ESC – Resourcing should be used as Request Type requested). 

42. Host managers should explain the security requirements that are attached to 
holding a Smartcard to the Work Experience placement participant.  

Jobsearch and support 

43. The participant will be required to continue to attend Fortnightly Jobsearch 
Reviews or other advisory interviews. In addition, as the Work Experience 
placement will not lead to employment with the Department, participants should be 
allowed reasonable time to attend job interviews. Participants can be asked to 
provide proof of the interview if the manager feels that this is necessary.  

44. The rule at para 38 regarding access to IT systems applies to the participant’s 
own jobsearch activities as well as normal business usage. However they are 
permitted to use on site Jobpoints, as long as this is done in their own time. 

45. Participants who need to attend other appointments (e.g. hospital, dentist etc.) 
should, wherever possible, be asked to attend those in their own time. If however 
an appointment during work hours is unavoidable, then the host manager should 
allow the participant reasonable time to attend. Again managers can ask for proof 
of the appointment if they feel that this is necessary. Although not bound by the 
Department’s HR policies, applying some policies proportionately will help to 
provide the participant with a realistic work experience.  

Dealing with issues during the placement  

46. As outlined earlier, Work Experience placement participants are not paid 
employees. They are, therefore, not subject to the Department's People 
Performance, Discipline and Attendance procedures. They do, however, have a 
responsibility to behave in an appropriate manner, just as they would if they were in 
employment. What this means in practice will have been explained to them during 
their induction.  

47. If a participant does not attend because of illness or other reason the host 
manager must contact the Work Experience Team to ensure the reason for 
absence is accurately recorded.  

48. Managers should seek to deal informally with any minor issues that may arise 
such as poor timekeeping or failure to carry out reasonable management 
instructions. Often a brief conversation may be all that is necessary to resolve the 
problem, enabling the placement to continue.  

49. If an informal approach however does not achieve the improvement or in 
instances of more serious problems such as mishandling or unauthorised access to 
Departmental information or there are ongoing attendance or timekeeping issues 
then the host manager should initially contact the Work Experience Team for 
advice.  
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      50. Participation in WE is mandatory once an individual has accepted a placement.  

This will apply for all DWP WE placements. 
Document Outline

	Word Bookmarks
	H2Contents
	P3_109
	P4_149
	P5_174
	P6_216
	P7_257
	P8_297
	P9_335
	P10_373
	P11_403
	P12_466
	P13_524
	P15_544
	P22_1995
	P38_4304
	P63_9937








    

  

  
