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PREFACE 
 
These Work Experience Arrangements (2019) developed by the Education Authority (EA) and 
based on evolved good practice, are applicable to all controlled, maintained and Irish medium 
schools within Northern Ireland. 
 
While there is no obligation on either voluntary, grant maintained integrated, grant aided or 
other schools to adopt these arrangements, they may wish to embrace pertinent aspects of it 
within their own work experience policies although the EA indemnity to employers (form WE1) 
does not cover such schools.  
 
It is not necessary for schools to register and seek written approval for individual work 
placement arrangements from EA.  It is therefore not necessary to forward forms WE3 (a) 
and WE3 (b) to the EA.  It is the responsibility of the school to organise work experience and 
be satisfied that it adheres to these arrangements.   
 
Should the school engage with or utilise the services of any external provider, it remains the 
responsibility of the school to ensure that the arrangements outlined in this document are 
fully adhered to. 
 
Documentation or copies of documentation, particularly forms WE1 to WE5, associated with 
these arrangements should be held by the school in accordance with the schedule for 
retention of records, from a pupil’s date of birth plus 23 years and 26 years for pupils with 
special needs, and made available to EA when requested for the purposes of defending any 
action brought by a pupil or a past pupil of the school, the employer or a third party. 
 
It therefore remains a requirement and responsibility of schools (including alternative 
education provision managed by EA) that they manage and administer arrangements for the 
completion and retention of the appropriate work experience forms and to make information 
available to EA on request in the event that a claim or legal proceedings arise.  
 
This document supersedes all previous documentation in relation to work experience issued 
by the former Education and Library Boards in Northern Ireland and EA. 
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1. INTRODUCTION 
 
 These arrangements aim to allow schools and colleges to work in partnership with 

employers to ensure that time spent on work experience programmes is well managed, 
organised and safe. 

 
 The Department of Employment and Learning (now the Department for the Economy) 

and Department of Education document ‘Preparing for Success’ CEIAG, (2009) clearly 
states that: 

 
 ‘Work-related learning experiences are the opportunity for planned and appropriate 

experiences of the world of work to increase learners’ motivation, develop their 

employability skills and give relevance to their learning programme.  Appropriate 

experiences of the world of work can increase the learner’s motivation to learn across the 

curriculum and give relevance to their learning programme and increase their knowledge 

and understanding of the requirements of the world of work.  Work-related learning 

experiences enhance the learner’s self-awareness, develop their career exploration, 

career planning skills and help them make informed decisions about their future 

education, training or employment pathway.  Experience of the world of work can make 

a major contribution to a learner’s preparation for adult and working life.’ 

 
 The learning outcomes gained from work experience can provide an excellent 

opportunity for young people to enhance their employability skills through practical 
experience.  Work related teaching and learning, of which work experience is a key 
element, can improve the transition from school to adult and working life and help raise 
standards by adding quality to a programme of Careers Education, Information, Advice 
and Guidance (CEIAG). 
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2. STATUTORY AUTHORITY 
 
 The Education Authority in exercise of the powers conferred on it by Article 63 (2) of the 

Education and Libraries (NI) Order 1986 as amended by Article 82 of the Education (NI) 
Order 1998 makes the following arrangements providing for the regulation of work 
experience by pupils who are in attendance at controlled, maintained and Irish medium 
schools.  

  
 

2.1 DEFINITION  
 
 Work experience is defined in Article 63 (3) of the Education and Libraries (NI) Order 

1986 as follows: 
 
 ‘the participation of children in employment in industrial, commercial, public authority 

and statutory undertakings, the object of which is to give the children a greater 

understanding of the conditions, disciplines and relationships of those undertakings.’ 

 
 

2.2 LEGAL POSITION  
 
 Under Article 63 (2) of the Education (Northern Ireland) Order 1998 pupils are eligible to 

participate in work experience as follows: 
 

 in the school year in which they cease to be of compulsory school age; 
 in the school year immediately preceding that year. 

 
 Please note: 

 1. While Article 63 refers to young people of compulsory school age within key stage 
4, these arrangements are also relevant to young people in post 16 education. 

 2. If a parent has voluntarily opted outside of the formal education system, by home 
schooling, then the EA work experience indemnity cannot be proffered nor signed, 
nor can the EA sign a health trust’s indemnity.  The alternative is that the parent 
arranges and pays for, appropriate insurance cover, acceptable to a Trust or other 
employer, for the period of the young person’s work experience. 
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3. WORK EXPERIENCE POLICY DEVELOPMENT 
 
 Whilst work experience is not a statutory requirement, work related learning is a core 

component and is seen as best practice in the provision of a quality CEIAG programme.  
The board of governors in schools offering work experience programmes must adopt 
these arrangements and agree a school policy that meets the individual needs of all 
pupils within their care. If these arrangements are not adopted within the school’s 
policy, EA may not be in a position to provide indemnity.  Where any school enlists 
support from an external provider to identify and/or organise placements for its pupils, 
it remains the responsibility of that school to ensure all arrangements in the school’s 
policy are satisfactorily in place for each pupil. 

 
 The work experience programme implemented within a school should reflect the 

school’s educational aims and be regarded as an integral part of the curriculum.  A clear 
statement of policy which establishes the aims and objectives of the programme, sets 
out monitoring and evaluation procedures and is incorporated within the school 
development plan will assist in the establishment of quality arrangements. 

 
 The policy should address the issue of equal opportunities within work experience as 

well as considering areas such as the countering of gender-stereotyping, increasing 
pupils’ confidence and challenging underachievement. 

 
 The policy should support the placement of pupils in a working environment where they 

will have the opportunity to undertake tasks and duties which: 
 

 are commensurate with their abilities and aspirations; 
 support the use and development of appropriate skills and practices; 
 reinforce learning linked to specific aspects of the curriculum; 
 encourage a greater appreciation and understanding of the world or work; and 
 comply with child employment by laws. 

 
 Pupil entitlement in relation to all aspects of work experience should be clearly 

established within school policy.  For example, a statement should be provided in 
relation to each of the following: 

 
 pupil access to work experience prior to the completion of statutory schooling; 
 pupil access to work experience during post 16 study; 
 the number of placement opportunities to be made available to each pupil;  
 which, if any, pupils will qualify for reimbursement of travel expenses and the basis 

upon which these will be refunded. 
 
 The policy should take account of pupils undertaking work experience as part of a 

collaborative course clearly outlining the roles and responsibilities of each school 
involved (see 5.2). 
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4. EDUCATIONAL OUTCOMES OF WORK EXPERIENCE 
 
 It is important that: 

1. Pupils agree with those who have parental responsibility and the school the 
learning outcomes of the work experience programme prior to the placement. 

2. Work experience placements offer many and varied opportunities.  Therefore it is 
important to identify intended educational outcomes in advance.  These will 
include: 

(a) Careers education and guidance: raising pupils’ awareness of the factors 
which may determine career choice and the requirements of particular 
employment sectors. 

(b) Attainment in individual subjects: enhancing pupils’ understanding of the 
skills developed within the curriculum. 

(c) Support for vocational/applied qualifications: improving pupils’ 
understanding of the vocational areas they are studying and acquisition of 
relevant knowledge and skills. 

(d) Learning about the world of work: preparation for the transition from 
education to work and a recognition of the kinds of ‘employability’ skills and 
attitudes required by employers, such as problem solving, flexibility and the 
ability to work with others. 

(e) General personal and social development: enhancing their self-confidence, 
maturity and their interpersonal skills. 

(f) Breadth of curriculum experience: support for pupils’ learning in a range of 
areas which will prepare them for adult life, such as understanding of social, 
economic and industrial issues, citizenship and enterprise. 

(g) Health and safety: helping raise pupils’ awareness of the importance of 
following health and safety requirements in the workplace. 

(h) Skills based qualifications: offering opportunities to collect evidence which 
can go towards their portfolios. 

(i) Career planning: contributing to the development of a young person’s 
career plan. 

(j) Motivation and achievement: helping raise pupils’ motivation and self-
esteem through experiential learning. 

(k) Progress file and personal statements: allow for the recording of personal 
learning and experiences of work-related activities which can be presented 
to potential employers in various formats. 
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5. ORGANISATIONAL ARRANGEMENTS 
 
 It is the duty of the principal and board of governors to ensure that the curriculum 

available to pupils meets legislative requirements and is both balanced and broadly 
based.  It is the responsibility of the school to develop and implement a work experience 
programme which is appropriate to the needs of its pupils, meets curricular demands 
and is accessible to all who wish to participate. 

 
 

5.1a TYPES OF PLACEMENT  
 
 Three types of work experience placement are available to pupils. 
 

1. Block Release 

 This form of placement normally involves the pupil attending work experience for 
a continuous period of up to 10 days. 

 
2. Extended Placement 

 This form of placement involves the pupil attending work experience placement a 
number of days per week up to a total of 60 days over 2 academic years at key 
stage 4 (it is recommended that no more than 30 days placement to be taken in 
any year).  This can be repeated at post 16. 

 
 Schools must ensure that they comply with the criteria that are designed to 

safeguard students' entitlement to a broad and balanced curriculum.  It is therefore 
unlikely that extended work experience of more than 2 days a week will meet this 
requirement. 

 
3. Tailored Placements 

 This form of work experience is designed to meet the specific personal or curricular 
needs of an individual pupil and is likely to involve one of the following: 

 supplementary day release; 

 short term sampling progressing to a longer placement or sampling in a series 
of placements; 

 work experience which best meets the needs of the pupil designed as part of 
an agreed programme by a multidisciplinary team and with parental 
agreement.  This programme should support pupils in meeting their vocational 
aspirations as part of their personal development planning. 

 
The arrangements for ‘tailored placements’, which should normally comply with the 
requirements for extended placements detailed above, must be negotiated and agreed 
with the appropriate EA personnel and those with parental responsibility before the 
commencement of the placement.  Where possible, the individual pupils should be 
working towards a recognised award or units of an award.  Administrative procedures 
should be followed as required. 
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5.1b TIMING OF PLACEMENT  
 
 The appropriate timing of work experience in the school calendar is crucial to the success 

of these arrangements. 
 

 Work experience organised by the school must not be undertaken during school 
holidays and weekends as schools are not available to monitor the placements and 
indemnity is therefore not in place.  It is best practice that schools should not send 
pupils on work experience during the five days prior to the summer holidays, as the 
opportunity to assess the learning arising from the placements may not be 
maximised. 

  
 Hours of work experience will be specified on the schedule attached to the work 

experience form of indemnity and no indemnity is available outside these specific 
times. 

 
 If someone with parental responsibility agrees to or organises work experience for 

their child during holidays, weekends or at a time when the school is unable to fulfil 
its duty of care, no indemnity is available. 

 
 

5.2 FRAMEWORK FOR PLACEMENTS 
 
 The following factors pertain to all types of placement.  They have been put in place in 

order to meet requirements set down in legislation and for the general health, safety 
and welfare of pupils. 

 
(a) Pupils must not be paid for work undertaken as part of the school’s work 

experience arrangements.   
 

(b) Under normal circumstances pupils must not be asked to work outside the hours 
of Monday to Friday 9.00am to 5.00pm unless there are justifiable reasons to the 
contrary, alternative arrangements must be agreed between the school, those 
with parental responsibility and the pupil and the employer.  These 
arrangements should be noted on the employer consent form. 

 
(c) Under no circumstances should pupils be asked to work more than 36 hours per 

week; this does not include travel or lunch breaks. 
 

(d) Pupils should not work for more than 5 days in any consecutive 7 day period. 
 

(e) Pupils must not drive, manage, control or move mechanically propelled vehicles of 
any description. 

 
(f) Pupils should not normally be placed in an establishment where they have a part-

time job or with those who have parental responsibility. 
 

(g) EA does not permit young people under the age of 18 to undertake work 
placements:  

 in a tattoo studio;  
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 in a body piercing studio;  

 on water (for example small boat, fishing boat, trawler etc.) but allows for 
reasonable Port-side agreed placement duties;  

 in the air (for example hot air balloons, helicopters, gliders etc.) but allows 
for reasonable Air-side and Land-side agreed placement duties;  

 in gambling locations – amusement arcades, betting shops, casinos;  

 behind the bar of public houses  selling alcohol;  

 in an off-licence;  

 with businesses selling or using guns – e.g. gun shop, gamekeeper;  

 in a fireworks outlet or a company managing a fireworks display; 

 at any height e.g. at window cleaning or on scaffolding; or in confined spaces, 
e.g. storage tanks and mines; or with dangerous substances; 

 e cigarette/vapour shops; 

 labouring on a building site. 
 

(h) Working in an abattoir – placements for pupils in years 11 and 12 aged 16 years 
and under is not permitted. Placements for pupils in years 13 and 14 may be 
appropriate in certain circumstances, though duties should be restricted and a 
thorough risk assessment must be undertaken. 
  

(i) For pupils undertaking work experience as part of collaborative arrangements or 
organised by an external provider, it is the responsibility of the school to ensure 
that all arrangements outlined in the school’s policy are satisfactorily in place.  If 
these arrangements are not in place, EA may not be in a position to provide 
indemnity.   

 
This list is not exhaustive and there may be some exceptions to some of the above. 
Schools should contact EA if they have any queries regarding appropriate placement 
provision. 
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6. SAFEGUARDING 
 

6.1 PASTORAL CARE: CHILD PROTECTION IN THE CONTEXT OF WORK 
EXPERIENCE PLACEMENTS 

 
 Work experience placements providing insights into the world of work and opportunities 

for students to test out skills are an invaluable educational opportunity.  However, like 
many enriching educational experiences which occur outside the classroom, the risks 
which pupils are exposed to are inevitably of a different nature to those encountered 
by pupils within the school context. 

 
 Schools’ responsibilities for the health, safety and protection of young people while on 

work experience placements extends beyond the school gates.  For example some pupils 
on Health and Social Care Programmes will require an Enhanced Disclosure Certificate 
whilst pupils coming into a school on work experience do not require Access NI clearance 
if they are fully supervised by school staff (Safeguarding and Child Protection in Schools-
A Guide for Schools DE Circular 2017/04).  In terms of their legal ‘duty of care’ schools 
are required to undertake reasonable and proper steps to prevent pupils from suffering 
injury or harm from any ‘foreseeable risks’.  Negligence can be alleged where 
‘foreseeable’ injury or damage occurs.  The Children (NI) Order (1995) emphasises that 
the child’s welfare must at all times be the paramount consideration and that the school 
must do all in their power to safeguard and promote the wellbeing of the child. 

 
 Clearly, implicit throughout these requirements, is the expectation that schools will 

exercise sound judgement as to the suitability of any work placement opportunity. 
 
 In preparing pupils for work experience, environmental safety and personal safety 

issues need to be addressed fully.  The abuse of children and young people by people 
in positions of trust and authority is a reality in our society and takes different forms.  
Young people need to be equipped, through a personal safety programme, with 
prevention strategies, skills, attitudes, knowledge and understanding which assist them 
to keep safe.  They also require mechanisms to notify the school if they have any 
concerns or if anything untoward should occur to them during work experience 
placements. 

 
 If a pupil has child protection concerns or any other issues whilst on placement, these 

should be reported to the designated teacher/work experience teacher within the 
school immediately.  They will supply advice and support in relation to the pupils 
concerns, and if need be, the school will consult with EA designated officers for child 
protection. 

 
 

6.2 VETTING ARRANGEMENTS 
 
 Vetting, when requested, should be carried out in accordance with Circular 2013/01: 

Disclosure and Barring Arrangements: Vetting Requirements for Paid Staff Working in or 
Providing a Service for Schools; Guidance for Schools and Employing Authorities on Pre-
Employment Vetting Checking and Safer Recruitment Practices. 
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 EA recommends that schools should consider ACCESS NI checks for the employer in all 

of the following cases:  

(a) Students identified by the school as vulnerable for educational, medical, 
behavioural or home circumstance reasons. 

(b) Students on placements where these involve:  

 regular lone working with an employer over long periods (i.e. anything over half 
a day at a time);  

 placements located in particularly isolated environments; and  

 placements involving a high degree of travelling. 

(c) Placements which include a residential element.  
 
 The fact that a particular placement falls into one of the above categories does not 

necessarily mean that the school should require an ACCESS NI check.  Such a decision 
will depend on an assessment of the overall potential risks posed to a young person, and 
will take into account any systems in place to minimise these risks.  

 
 Students may be asked to complete a criminal record check for certain sectors of work 

i.e. Health, Private nursing, residential or childcare. For the EA to comply with an Access 
NI check the student must be over 16 and EA will only complete a Supervised Volunteer 
check on the student.  There is no cost for the school or the pupil for this check and the 
appropriate form can be found in Appendix 5 of this document. 

 
 The Education Authority will administer the processing of completed Access NI 

validation forms for those placement providers from small businesses who have agreed 
to take pupils on work experience.  There will be no cost attributed to the small business 
provider for this service.  In order to ensure that adequate time is afforded to the 
turnaround of processing this form, schools are requested to submit this form to EA at 
least one month in advance of the proposed placement period.  The appropriate form 
can be found in Appendix 6 of this document. 

 
 Both forms and Appendices 5 and 6 are to be used by all controlled, maintained and Irish 

medium schools. 
 
 

6.3 WORK PLACEMENTS OUTSIDE NORTHERN IRELAND 
 

Pupils are expected to be provided with appropriate work experience placements within 
Northern Ireland.  If a pupil chooses to take up a placement outside Northern Ireland, 
indemnity cannot and will not be provided by the Authority given the absence of 
reciprocal arrangements.  Schools must ensure that those with parental responsibility 
are informed of this position if such a placement is being considered. 
 
In the event that a placement is secured in the Republic of Ireland, schools should 
endeavour to carry out work placement visits if it is reasonably practical for the school 
to do so, depending upon the distance from the work experience placement to the 
school.  If the school has any concerns regarding the suitability and/or appropriateness 
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of the placement as a result of their visit, they should immediately notify the parent of 
such concerns. 
 
Where a placement is outside Northern Ireland, schools must inform those with parental 
responsibility prior to the arrangement of that placement that neither the school or the 
Authority can be held responsible for the pupil’s travel and accommodation including 
(but not limited to) the suitability and cost of same. 
 
Where a placement is outside Northern Ireland, schools must also inform those with 
parental responsibility that it is a matter for the parent to ensure the proposed work 
experience placement is appropriate for their child, having regard to their age, ability, 
aptitude and any special educational needs their child may have, particularly where 
distance renders it impractical for the school to carry out a visit for the purposes of a risk 
assessment.  Schools should in all cases where placement is sought outside Northern 
Ireland provide the work experience form WE2 to the parent for completion by the 
placement provider to enable their details and details of the placement to be supplied 
to the school.  The parent should also be given Appendix 1 to be passed on to the 
placement provider and advised to seek a copy of the placement provider’s employer’s 
liability certificate, a copy of which should be given by the parent to the school. 
 
Should the school have any concerns regarding the contents of the completed Form 
WE5, these should be brought immediately to the attention of the parent. 
 

 

6.4 MILITARY PLACEMENTS 
 
 Residential placements on Ministry of Defence (MoD) property, which are designed to 

give young people an experience of life in the Forces require different approval 
procedures.  Schools must ensure that they assess the suitability of each young person 
for such a placement.  They must ensure that parents or those with parental 
responsibility are fully aware of the arrangements for the placement and understand 
that the young people will not be accompanied by a member of staff (normally MoD will 
not require an EA indemnity). 
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7. THE ROLE OF THE SCHOOL  
 
 It is the duty of the board of governors and the principal to agree a school policy that 

meets the individual needs of all pupils within their care, and to ensure that all 
arrangements outlined in the policy are satisfactorily in place.  Should the school engage 
with or utilise the services of any external provider, it remains the responsibility of the 
school to ensure that the arrangements outlined in this document are fully adhered to. 

 
 

7.1 PRIOR TO PLACEMENT 
 
 The EA recognises that the organisation of a work experience programme places heavy 

demands upon school personnel.  However, in order to ensure the successful 
implementation of a quality assured programme it is vital that care is taken in the 
establishment, monitoring and evaluation of placements.  It is therefore essential that 
appropriate procedures are put into effect in advance of, during, and subsequent to, the 
placement. 

 
 In advance of placing a pupil in a work experience setting it is the responsibility of the 

school to ensure that the following procedures are implemented. 

(a) Consent is obtained in writing, from those with parental responsibility (Article 6 
(1) of the Children (NI) Order 1995 (see appendix 3). 

(b) Those with parental responsibility have informed the school of any medical or 
other condition which may affect the young person’s suitability for a particular 
placement. 

(c) Appropriate arrangements are in place to cater for the needs of pupils with special 
educational needs, for example, some pupils may need to be supported by an 
adult during their work placement. 

(d) Pupils have been made aware of the importance of confidentiality. 

(e)  Contact is made with the employer by the school.   

(f) In securing work experience for pupils’ schools should ensure that each placement 
clearly meets the needs, abilities and career aspirations of the pupils for whom it 
has been negotiated. 

(g) Where possible pupils should have the opportunity to meet their work experience 
supervisor prior to placement. 

(h) Employer consent is obtained in writing. 

(i) A Work Experience Partnership Agreement (WE4 and Risk Assessment for Work 
Experience Placements WE5) is completed by each employer and returned to the 
school prior to the placement. 

(j) The school and the employer have agreed the roles and responsibilities to be 
undertaken by each pupil whilst on placement. 

(k) Parents must be informed and agree to take responsibility for their child’s travel 
to and from the work placement.  
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(l) Schools should be aware of their obligations regarding the General Data Protection 
Regulations (GDPR) which came into effect in May 2018. 

 

7.2 PREPARING PUPILS  
 
 Prior to placement there must be an opportunity for teachers and pupils to consider and 

agree the practical details of the placement as well as the specific outcomes expected 
from the experiences of work. 

 
 Pupils must be made aware of: 

(a) their anticipated learning outcomes; 

(b) the name and position of the person to whom they will be responsible; 

(c) the nature of the work to be undertaken; 

(d) the name and location of the placement; 

(e) the hours of work including the start and finish times; 

(f) the contact person in the school if any problems occur (accident, illness etc.); 

(g) appropriate behaviour in the workplace; 

(h) the importance of confidentiality; 

(i) personal safety issues and practices; 

(j) requirements in relation to the completion of logbooks, subject assignments etc.; 
and 

(k) health and safety issues including the responsibilities of the pupils themselves. 
 
 

7.3 INFORMATION FOR THOSE WITH PARENTAL RESPONSIBILITY 
 
 Those with parental responsibility should receive the following information from the 

school: 

(a) the aims and objectives of the programme; 

(b) the name and location and contact details of the placement; 

(c) the nature of the work to be undertaken; 

(d) the hours of work (start and finish times); 

(e) travel arrangements where applicable and a reminder that those with a parental 
responsibility are responsible for their child’s travel to and from the work 
placement; 

(f) a school-based/education provider contact name and number in case of 
emergency or illness. 
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7.4 INFORMATION FOR EMPLOYERS 
 
 Employers should be provided with the following information: 

(a) the aims, objectives of the programme and the agreed duties of work between the 
school and the employer; 

(b) the name and age of the pupil; 

(c) details of any specific requirements e.g. a pupil with a specific medical requirement 
or statement of special educational need; 

(d) indemnity details (only applicable to employers situated in Northern Ireland); 

(e) a school contact name and number in case of an accident or emergency; 

(f) a copy of the document ‘Promoting the Safety and Welfare of Young People’ 
(appendix 1); 

(g) a copy of the document ‘Health and Safety of Young People’ (appendix 2); 

(h) two copies of the indemnity form (WE1) and the employer consent form (WE2), 
which should be completed, both copies to be signed.  One completed copy to be 
retained by the employer, one copy to be returned and retained by the school (in 
accordance with the schedule for retention of records, these work placement 
forms should be kept from a pupil’s date of birth plus 23 years and 26 years for 
pupils with special needs); 

(i) employers should be aware of their obligations regarding the General Data 
Protection Regulation (GDPR) which came into effect in May 2018. 
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8. THE ROLE OF THE EMPLOYER PRIOR TO PLACEMENT 
 
 Employers must provide the school with the following: 

(a) a completed and signed Indemnity Form, in respect of each pupil (WE1); however, 
there is no need to issue an indemnity if the placement opportunity is in a 
maintained or controlled school; 

(b) a completed and signed employer consent form, in respect of each pupil (WE2), 
which includes: 
 pupil details; 
 employer details; 
 programme for work placement. 

(c) A completed and signed duty of care agreement and Risk Assessment Checklist for 
Work Experience; in respect of each pupil (WE4 and WE5). 

 
 

8.1 RISK ASSESSMENT 
 
 In completing the forms above employers must assess the risks to pupils on work 

experience.  Risk assessments should be undertaken by the placement provider as soon 
as the placement details have been agreed in conjunction with the school and before 
the student takes up the work placement.  Placement providers should be informed in 
advance by the school about any individual students who may be at greater risk, for 
example because of any specific medical needs/behavioural needs or learning 
difficulties. Please see Risk Assessment Checklist contained within WE5 of this 
document. 

 
  



 17 

 

9. THE ROLE OF THE SCHOOL  
 

9.1 EDUCATION AUTHORITY REQUIREMENT 
 
 Forms WE3 (a) and WE3 (b) 
 
 These forms, which are to be authorised and signed by the principal and the teacher in 

charge of work experience, provides the school and EA, when required, with 
confirmation that the following procedures have been carried out in relation to a specific 
work experience programme and that the school has: 

(a) received written consent from those with parental responsibility (appendix 3); 

(b) established the medical fitness of pupils participating in the work experience 
arrangements  (appendix 3); 

(c) received a completed and signed copy of the Indemnity Form (WE1) from 
employers, in respect of each pupil (please note that the Health Trusts will have 
their own form of indemnity which schools will have to complete.  If there is any 
doubt over the completion of this form, please contact the EA Claims and Insurance 
section); 

(d) received a completed and signed copy of the Employer Consent Form (WE2) from 
employers, in respect of each pupil; 

(e) received a completed and signed copy of the Work Experience Duty of Care 
Agreement form from employers, in respect of each pupil; 

(f) established that employers have employers liability insurance, copies of valid 
certificates to be attached to Form WE1; 

(g) provided employers with information regarding promoting the safety and welfare 
of young people and the health and safety of young people; 

(h) instructed the pupils regarding safety;  

(i) provided adequate time for preparation and follow up; 

(j) made timetable provision to allow for adequate teacher supervision of pupils 
participating in the work experience arrangements; 

(k) made arrangements in accordance with guidance given in the EA child protection 
guidelines. 

 
 Please note: 
 Under no circumstances may a pupil be placed in a work experience placement if any 

of the required documentation is not completed appropriately and signed prior to 
commencement of the placement. 
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10. THE ROLE OF THE SCHOOL DURING PLACEMENT 
 
 As part of the monitoring of students whilst on work experience it is essential that pupils 

are visited at least once by a member of the teaching staff or the work experience 
coordinator whilst on work placement. Schools should ensure that: 

(a) pupils on block placement are visited at least once; 

(b) pupils on extended placement or tailored placement are visited monthly; 

(c) other appropriate personnel, for example education welfare officer, social worker 
or probation officer and/or project worker, may visit pupils on a tailored 
placement as well as the school; details of the visit must be shared with the school. 

 
 The objective(s) of work placement visits must be clearly understood by all parties and 

should be specified within the school’s work experience policy. 
 
 Key objectives of visiting pupils whilst on placement with employers must include the 

following: 

(a) to check that the pupil is attending the placement as agreed; 

(b) to confirm that both pupil and employer are content with the arrangement; the 
person undertaking the monitoring visit should ensure that they have the 
opportunity to speak to the pupil in private; 

(c) to discuss pupil progress with the employer or his/her representative; 

(d) to ensure employers understand what is required of them, or their 
representatives, in terms of assessment and feedback in relation to the pupil’s 
performance; 

(e) to ensure that the pupil is completing logbook/project activities as required; 

(f) to gain a fuller appreciation of the work being undertaken by the pupil; 

(g) to undertake a formal assessment of the pupil as part of a course specification. 
 
 Staff on monitoring visits should ask the students about the tasks that they are 

performing and the level of supervision that they have received.  If the level of 
supervision is believed to be insufficient, this should be raised with the employer, school 
and placement organiser so that remedial action can be taken. 
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11. THE ROLE OF THE SCHOOL – POST PLACEMENT 
 

11.1 PUPIL PLACEMENT REVIEW 
 
 Suitably structured debriefing sessions are essential if pupils are to gain full benefit from 

their work experience.  Pupils should be given the opportunity to: 

(a) discuss the employer evaluation of their performance; 

(b) identify and evaluate the learning that has taken place; 

(c) consider how the experience can support learning within a range of curriculum 
areas;  

(d) recognise how skills developed are transferable; 

(e) update their Personal Career Plan (PCP). 
 
 Pupils should also be given an opportunity to contribute to the schools overall evaluation 

of the work experience programme. 
 
 Advisory note: 
 Debriefing sessions can take a variety of forms, for example, oral and written 

presentations by the pupils, the completion of surveys, visual presentation etc. 
 
 

11.2 EMPLOYER PLACEMENT REVIEW 
 
 An opportunity may arise to review the placement with employers and allow staff to 

follow up on any complaints or recommendations they may make.  This is of particular 
importance to the development of lasting partnerships with employers which are a 
significant factor in the establishment and maintenance of a quality work experience 
arrangement. 

 
 Employers may be given an opportunity to contribute to the school’s evaluation of the 

work experience programme.  They could be asked to comment on the following: 

(a) organisation of the programme. 

(b) suitability of timings. 

(c) effectiveness of school contact. 

(d) the extent to which pupils met their expectations. 
 
 This can be achieved in a variety of ways, for example, through meetings with groups of 

employers, a follow-up survey by phone or online questionnaire. 
 
 

11.3 PARENT PLACEMENT REVIEW 
 
 Parents also may be given an opportunity to contribute to the process. 
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12. REVIEW OF WORK EXPERIENCE ARRANGEMENTS 
 
 In order to contribute to the school’s ongoing self-evaluation of CEIAG provision, it is 

important that the school undertake a periodic review of work experience practice in 
order that best use is made of this valuable resource.  Employers, pupils, parents and 
staff can all provide a useful contribution and therefore where possible should be 
involved. 

 
 A review could effectively focus on the following key aspects: 

(a) an analysis of the extent to which the programme is meeting its stated aims and 
objectives; 

(b) the outcomes of employer and pupil evaluation exercises; 

(c) an audit of current/active placements; 

(d) a copy of this review should be available to EA when required. 

 

EA are committed to reviewing these work experience arrangements biannually. 
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WORK EXPERIENCE DOCUMENTATION 
 

 WE1:  Form of Indemnity 
 

 WE2:  Employer Consent Form 
 

 WE3(a) and WE3(b):  Work Experience Arrangements: Registration Form 
 

 WE4:  Work Experience Duty of Care Agreement 
 

 WE5:  Risk Assessment 
 

 Appendix 1: Promoting the Safety and Welfare of Young People 
 

 Appendix 2:  Health and Safety of Young People 
 

 Appendix 3:  Parental Consent/Reply Exemplar 
 

 Appendix 4:  Child Safeguarding 
 

 Appendix 5:  Access NI Pin Notification and Id Validation Form – For use by work experience 
students only 

 

 Appendix 6:  Access NI Pin Notification and Id Validation Form – For use by small business 
providers only 
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Form WE1 
 
Education Authority (EA)  
FORM OF INDEMNITY FOR EMPLOYERS SITUATED IN NORTHERN IRELAND 
 

In consideration of _________________________ (hereafter referred to as the Employer) 
agreeing to participate in the work experience arrangement arranged by (insert name of 
school) (the School) and to provide facilities for _________________________(insert name of 
pupil)  at the times and for the period set out in the attached schedule (including the provision 
of any protective clothing or equipment which may be necessary) and supervision and to 
comply with all applicable health and safety at work legislation (including the risk assessment 
requirements contained within the Management of Health and Safety at Work Regulations 
(NI) 2000) relating to the workplace the Education Authority (EA) will indemnify the Employer 
against: 
(a) legal liability of the Employer to pay damages including claimant’s costs and expenses in 

respect of death, bodily injury or disease suffered by a pupil and caused by an event 
occurring whilst the pupil was attending for work experience; 

(b) legal liability of the Employer to pay damages, including claimant’s costs and expenses 
in respect of death or bodily injury of any person if such death or bodily injury is caused 
by a pupil whilst attending for work experience; 

(c) legal liability of the Employer to pay damages including claimants costs and expenses in 
respect of loss of or damage to property if such loss of or damage to property is caused 
by a pupil whilst attending for work experience; 

(d) any claims, costs or expenses arising out of death, injury, disease or damage to property 
where such claims, costs or expenses result from the negligence of the School.  

 

It is a condition of this indemnity that pupils will not be permitted to drive, manage, control 
or move mechanically propelled vehicles of any description and indemnity will not be provided 
in any cases that arise as a result of a breach of this condition. 
 

I confirm that I / we have employers liability insurance (copies of valid certificates attached).  
I / we are satisfied with the indemnity detailed above and in return for receiving an indemnity 
from the EA agree to fully cooperate with the EA in defending any claim that is brought against 
me / us by the above named pupil. 
 
Note: This form is NOT required for placements at controlled, maintained and Irish medium 
schools, EA controlled youth groups, any EA establishments or placements in the Health 
Trusts. 
 
 
Signed: ___________________________________ (Principal) 

 (For the Education Authority) 

 
Date: ___________________________________ 
 

 
Signed: ___________________________________ __________________________ 

 (For Employer) (Designation) 

 
Date: ___________________________________ 
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Form WE2 
 (Page 1 of 2) 
 
Education Authority (EA) 
EMPLOYER CONSENT FORM 
 
 
I hereby give consent for ________________________ to participate in the work experience 

programme from _______________ to _______________ (inclusive) and acknowledge my 

responsibilities under relevant health and safety at work legislation.  The pupil’s age and 

inexperience will be taken into account when agreeing tasks, and I understand that he or she 

must not undertake prohibited activities.   

 

I will / will not* require meeting with the pupil prior to the placement with this company. 

(*delete as appropriate) 

 

Date and Time of interview:      _____________________________ 

 

 

 
  

Date / Time Date / Time 
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 Form WE2 
 (Page 2 of 2) 
EMPLOYER CONSENT FORM: PLACEMENT DETAILS 
 

Name of Company:  

Address of Company:  

Telephone Number:  

Fax Number:  

Email Address:  

Nominated Supervisor of Pupil:  

Position in Company:  

Normal Working Week:  

Start Time:  

Finish Time:  

Type of Job Offered:  

Brief details of work to be 
undertaken by the pupil as 
agreed with the school: 

 

Any special requirements: e.g. travel 
arrangements (responsibility of those 
with parental responsibility), meals, 
clothing, health and safety, etc. 

 

Any other details/comments:  

 

Signed: 
(Principal) 

 
Date: 

 

Signed: 
(Employer) 

 

Date: 
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 Form WE3 (a) 

 
Education Authority (EA) 
WORK EXPERIENCE SCHEME: REGISTRATION FORM 
 
Please complete the following details together WE3 (a) and WE3 (b). 
 
I have:  

(1) made arrangements in accordance with EA’s Work Experience Arrangements ; 

(2) instructed the pupils concerning health and safety at work; 

(3) established the medical fitness of the pupils for their placement; 

(4) received the written consent from those with parental responsibility; 

(5) received a completed and signed indemnity form from each of the employers (as applicable); 

(6) received a completed and signed employer consent form for each pupil; 

(7) received a completed and signed duty of care agreement from each employer (form WE4); and 

(8) agreed duties and responsibility of the pupil(s) with the employer. 

(9) Ensured that an appropriate risk assessment has been carried out (form WE5). 

(10) Ensured that the employer has Employers Liability Insurance cover. 
 

Name of School:     

     

Signed:    Date:  

 (Teacher in Charge)    

Signed:     

 (Principal) 
(I am authorising all of the following placements) 
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 Form WE3 (b) 

 
Education Authority (EA) 
WORK EXPERIENCE SCHEME: REGISTRATION FORM 
 

Name of Pupil Date of Birth 
Name and Address of 
Employer 

Type of Work 
Brief details of agreed duties 
to be undertaken by the pupil 

Period of Scheme 
(inclusive dates) 

Course being 
followed e.g. 
GCSE /A Level / 
BTEC etc. 
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WORK EXPERIENCE DUTY OF CARE AGREEMENT  Form WE4 
 
[School Details] 
 
 
 

Pupil’s  Name:  Company:  

 
During the work experience placement the health and safety of the young person and those working with them is 
paramount.  The pupil is leaving a safe school environment and entering a potentially more dangerous working 
environment and we have joint responsibility to ensure the safety of the pupil.  There is a general duty of care from the 
employer to his employees to ensure their health, safety and welfare at work. 
 
In addition there are more specific duties under the training for employment regulation in respect to: ‘an employer or 
self-employed person owes a duty to his trainees even where there is no contract with a trainee’. 
 
Both school and employer must work together to ensure a safe environment for the pupil whilst on placement.  Hence 
both parties should understand and carry out their respective roles and responsibilities. 
 
 
SCHOOL RESPONSIBILITIES 
 
Prior to work placement the school will: (please tick) 

 the school will forward a copy of the Risk Assessment Checklist for Work Experience Placements (WE5) to the 
employer so that the employer can carry out a risk assessment on the suitability of the organisation’s working 
environment for the pupil/s; 

 the school and the employer have agreed the roles and responsibilities to be undertaken by each pupil whilst on 
placement; 

 brief pupils on basic health and safety issues; 

 inform parents/carers of the pupils with work placement details; 

 ascertain that the pupil is suitable for the placement in relation to health and safety, hazardous conditions, undue 
risks, hygiene etc.; 

 ascertain and inform the employer of the health and any medical background or educational needs, which may 
affect the placement of the pupil; 

 during the work placement the school will visit the pupil in order to: 

 confirm that both pupil and employer are content with the arrangements (the visiting teacher will insist on 
having privacy to discuss this matter with the pupil); and 

 discuss pupil progress with the employer or his/her representative i.e. the pupil’s immediate supervisor. 
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EMPLOYER RESPONSIBILITIES 
 
Prior to the young person   starting work experience the employer will: (please tick) 

 assess the risks to their young workers (i.e. under 18 years of age) including pupils on work experience, before they 
start work (WE5); 

 ensure that a risk assessment is completed and takes into account specific factors such as immaturity, inexperience 
and lack of awareness, as well as any additional needs the pupil may have.  This document must be forwarded to 
the school so that parents/carers can receive a copy prior to the placement commencing (WE5); 

 introduce and implement control measures (where applicable) to eliminate or minimise the risks and ensure that 
these are implemented, including the wearing of personal protective equipment or clothing (WE5). 

 

While the young person is on work experience the employer will:  

 ensure the pupil receives adequate training and health and safety instructions prior to commencing the placement/ 
first day; 

 nominate a mentor to work with the pupil; 

 provide adequate supervision as detailed on the risk assessment; 

 ensure pupils are made aware of the work activities involved and any associated significant risks; 

 ensure that pupils are informed of who has day to day responsibility at the workplace for supervising them, and 
who (if different) has overall responsibility for their health and safety during their work experience; 

 inform the placement organiser, the school work experience coordinator and parents/carers of any accident/ 
incident as soon as practicable; 

 brief the pupil on arrival, on all relevant health and safety aspects (e.g. identify fire exits, fire prevention measures, 
first aid); 

 ensure that the pupil only carries out the duties and responsibilities as agreed with the school; 

 advise the pupil of the company’s written health and safety policy (5 or more employees); 

 ensure that the pupil will not: 
 be asked to operate machinery e.g. band saw, circular saw etc.; 
 come into contact with dangerous substances e.g. solvents, acids, alkalis etc.; 
 be placed in a situation of danger or undue risk e.g. working at heights, areas of high noise levels, where there 

are extremes of heat/cold; 
 drive a vehicle; 

 provide and maintain safe plant and systems of work; 

 maintain a safe condition of the place of work and access to it and egress from it; 

 provide and maintain a working environment that is safe and without health risks, including adequate arrangements 
for the welfare of the pupil whilst on placement;  

 ensure all accidents involving pupils are reported to the school immediately; 

 contact their insurance company to advise them that they are taking a pupil for work experience and ensure that 
employer’s liability and public liability insurance is in place; 

 for school contact purposes, identify to the student his/her relevant supervisor; 

 No pupil or employee will be placed in a vulnerable position (see DE circular 2013/01 safeguarding and appendix 1 
(9)). 

 

Signed: 
 

Date: 
 

 

(Employer) 

 
 

Signed: 
 

Date: 
 

 

(School) 
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 Form WE5 
 
RISK ASSESSMENT CHECKLIST FOR WORK EXPERIENCE PLACEMENTS 
 
To be completed by the employer prior to commencement of placement and with consideration of the age, 
maturity, experience and any specific needs of the student being placed. 
 

Name of student:  

Dates of placement:  

Placement assessed:  

Date of placement 
assessment: 

 

Brief details of work to be 
undertaken by the pupil 
as agreed with the 
school: 

 

Dress code – rules on 
clothing and jewellery: 

 

Are there any particular health and safety risks specific to the placement 
environment? e.g.  

 Layout of the workplace. 

 Physical, biological and chemical agents they may be exposed to. 

 How they will handle work equipment. 

 The extent of health and safety training required etc. 

Yes:  

No:  

If yes, give details below and state how risk is managed: 

 

 

Signed: 
 

Company: 
 

 

(Employer) 

 
 

Job Title  Date:  

 

 

 
 

Please email a copy of this completed form, prior to the placement starting, to: 
 the school’s work experience coordinator forwarding to parent/guardian of student; and 
 the pupil’s workplace supervisor/mentor. 
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APPENDIX 1:  PROMOTING THE SAFETY AND WELFARE OF YOUNG PEOPLE 
 
The following points of guidance are for employers when working with young people in the workplace.  They 
are to serve only to confirm what has always been good practice, with employers exercising their professional 
judgements in all circumstances. 
 
(a) It is appropriate, where possible to conduct interviews/meetings in a room with visual access, or with the 

door open. 
 
(b) It is useful to let another adult know that the interview/meeting is taking place.  It may be necessary to 

use a sign indicating that the room is in use, but it is not advisable to use signs prohibiting entry to the 
room. 

 
(c) Where possible another member of staff, preferably of the same gender as the young person, could be 

present or nearby during the interview/meeting. 
 
(d) It is advisable that a female member of staff is identified to act as a mentor to young females while they 

are on work placement. 
 
(e) Employers who have to administer first aid to a pupil should ensure wherever possible that this is done in 

the presence of another adult.  However, no member of staff should hesitate to provide first aid in an 
emergency simply because another person is not present. 

 
(f) Any physical contact, which would be likely to be misinterpreted, by a young person, parent or other 

casual observer should be avoided. 
 
(g) Employers are advised to adopt a similar practice to that of school staff when travelling with young people, 

i.e. 2 adults are present with the adult, other than the driver being the last person to remain in the car/ 
minibus.  This may be applicable in many work experience situations where the young person has to be 
taken to a job and left home in the evening. 

 
(h) Following any incident where an employee feels that his/her actions have been, or may be misconstrued, 

a written report should be submitted immediately to his/her line manager.  The line manager should 
contact the school principal. 

 
(i) All personnel, when they are interacting with young people, in the workplace, should ensure that their 

relationships with the pupils are appropriate to the age, maturity and sex of the pupils, taking care that 
their conduct does not give rise to comment or speculation.  Attitudes, demeanour and language all 
require care and thought, particularly when dealing with adolescent boys and girls. 
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APPENDIX 2:  HEALTH AND SAFETY OF YOUNG PEOPLE 
 
During the work placement the health and safety of the young person and those working with them is paramount.  
The pupil is leaving a safe school environment and entering a potentially more dangerous working environment and 
we have a joint responsibility to ensure the safety of the pupil.  There is a general duty of care from the employer to 
his employees to ensure their health, safety and welfare at work.  In addition there are more specific duties under 
the training for employment regulation in respect to: 
‘An employer or self-employed person owes a duty to his trainees even where there is no contract with the trainee’. 
 
Both school and the employer must work together to ensure a safe environment for the pupil whilst on placement.  
Hence both parties should understand and carry out their respective roles and responsibilities. 
 
SCHOOL RESPONSIBILITIES 
 

(a) If a ‘new’ placement is being organised with an employer the school should carry out a risk assessment on the 
suitability of the organisation’s working environment for the pupil/s. 

(b) The school and the employer have agreed the roles and responsibilities to be undertaken by each pupil whilst 
on placement. 

(c) To brief pupils on basic health and safety issues. 

(d) To endeavour to ascertain that the pupil is suitable for the placement in relation to health and safety, 
hazardous conditions, undue risks, hygiene etc. 

(e) To ascertain the health and any medical background which may affect the placement of the pupil. 

(f) To visit the pupil in order to: 
 confirm that both pupil and employer are content with the arrangement; 
 discuss pupil’s progress with the employer or his/her representative i.e. the pupil’s immediate supervisor. 

 
EMPLOYER RESPONSIBILITIES 
 

(a) To ensure that pupils only carry out the duties and responsibilities as agreed with the school. 
(b) To brief the pupil on arrival, on all relevant health and safety aspects (e.g. identify fire exits, fire prevention 

measures, first aid, areas of possible danger etc.). 

(c) To advise the pupil of the company’s written health and safety policy (5 or more employees). 

(d) To ensure that the pupil will not: 
 be asked to operate machinery e.g. band saw, circular saw etc.; 
 come into contact with dangerous substances; 
 be placed in a situation of danger e.g. working at heights, areas of high noise level, where there are 

extremes of heat/cold; 

(e) To provide and maintain safe plant and systems of work. 

(f) To maintain a safe condition of the place of work and access to it and egress from it. 

(g) To provide and maintain a working environment that is safe and without health risks, including adequate 
arrangements for the welfare of employees. 

(h) To ensure that all accidents involving pupils are reported to the school immediately.  
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APPENDIX 3:  PARENTAL CONSENT/REPLY EXEMPLAR 
 
[School Details] 
 
 
Dear Parent 
 
Work Experience 
 
We have been able to arrange work experience arrangements for all pupils in (class).  This has been possible 
through the whole hearted cooperation of local employers who see this form of extended education as a 
valuable introduction to the world of work.  The arrangements will operate from __________ to __________ 
and we will let you have further particulars at a later date.  The coordinator for work experience will assess each 
proposed placement for suitability.  They will organise the placement and the pupil for the placement. 
 
Time spent by pupils at work under certain approved arrangements is regarded by the Department of Education 
as equivalent to attendance at school.  The arrangements are governed by the following conditions:  

 participation can only be permitted with the written consent of the parent; 
 payment must NOT be accepted by the pupil; 
 neither parent nor pupil must sign any form of indemnity. 

 
If you are agreeable for your son / daughter to participate in these work experience arrangements please 
complete and return the attached slip.  Information on medical conditions will be forwarded to the employer. 
 
Yours faithfully 
 
Principal 
 

 
 
I am / am not* agreeable for my son / daughter* _________________________________________ to participate in the 

work experience arrangements.  (*delete as appropriate) 
 
I agree to take responsibility for the organisation of travel arrangements for my son / daughter whilst he / she is on work 
placement. 
 
Is there any medical (or other) condition which may affect your child on work placement? (please tick) 

Yes:   No:   

If yes, please give details: ___________________________________________________________ 
 
 
Signed: ____________________________________ (Parent / Guardian) Date: _________________ 

Date / Time Date / Time 
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APPENDIX 4:  CHILD SAFEGUARDING 
 
Note 1: Definition of Duty of Care 
 
The principle of duty of care owes much to the ‘neighbour’ principle which was established in the case of 
Donoghue V Stevenson (1932).  This judgement held that there was a duty to take reasonable care to avoid acts 
or omissions which could be reasonably foreseen to be likely to injure a neighbour.  A neighbour was deemed 
to be a person that would be closely and directly affected by the act that the effect on them should have been 
contemplated. 
 
In the case of schools, they therefore have a duty of care to their pupils.  In addition, given the age of the pupils 
you care and provide for, you should be seen to act ‘in loco parentis’ – that is to say, in the stead of a parent – 
so that when making decisions that affect the children in your care you should consider what a reasonable, 
caring parent would do in the circumstances. 
 
Note 2: Article 6(1) of the Children (NI) Order 1995 
 
Article 6(1) of the Children (NI) Order 1995 defines parental responsibility as meaning: 

‘… all the rights, duties, powers, responsibilities and authority which by law a parent of a child has in relation 
to the child and his property’. 

 
A child’s birth mother will automatically have parental responsibility.  The acquisition of parental responsibility 
is defined by article 7 of the Children (NI) Order. 
 
For children born prior to 15 April 2002 the following will have parental responsibility: 

 the child’s mother; 
 the child’s father (if married to the child’s mother at the time of the birth); 
 the child’s father (if unmarried to the mother at the time of the birth and has acquired parental 

responsibility by way of prescribed agreement or court order); 
 step parents (if acquired parental responsibility by court order); 
 adoptive parents will also have parental responsibility by virtue of the adoption order. 

 
Also, if a care order is in place for the child, the health and social care trust in whose area the child resides will 
have parental responsibility. 
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APPENDIX 5:  ACCESS NI PIN NOTIFICATION AND ID VALIDATION FORM 

 

ACCESS NI 
PIN NOTIFICATION AND ID 

VALIDATION FORM  

This form is for use for Work Experience - STUDENT 
 

This form only to be completed if requested by an External Employer 
 
NAME:  POST:    
 

PLEASE INDICATE IF APPLICANT IS:    SUPERVISED    UNSUPERVISED      
 

NAME & ADDRESS OF SCHOOL/LOCATION:  

 
 

 

Applicant instructions 
 

1. Complete the Applicant Consent (Page 2). 
 

2. Provide the relevant identification documents (Pages 3 and 4) to the Principal or Line Manager for completion of 
the Identity Validation (Pages 3 and 4). 
 

3. Go to  www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body. 
 

4. Select the green button to Apply for an enhanced check through a registered body. 
 

5. Register your account by creating a user ID and password [keep these details safe as you will need them to track 
the progress of your case]. 
 

6. Once you have successfully logged in, you will be taken to the on-line application. 
 

7. Enter the PIN number below at Step 1 of the form completion 

4 2 4 6 4 5 

 

8. Complete the remainder of the form and click on  confirm and proceed  to finish the on-line process. 
 
9. You must note the 10 digit AccessNI reference number in the boxes below:- 

Application Reference1            

 

10. Return this form to the Education Authority.  
 
N.B.  A single AccessNI disclosure certificate will be issued to the applicant.  If disclosure information is detailed on the 

certificate the Education Authority will require the original certificate in completing its pre-employment checking 
process. 

                                                      
1 This is the 10 digit case reference number provided on the confirmation page and email when the applicant completes their details 
on the AccessNI on-line system. 

  

http://www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body
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APPLICANT CONSENT 
 
 

Rehabilitation of Offenders Order 1978 
The majority of Education Authority posts are exempt from the Rehabilitation of Offenders Order 1978.  Appointment to 
such posts will be subject to the satisfactory completion of criminal background checks by Access NI.  It should be noted 
that having a criminal record does not necessarily debar you from employment.  Each individual case is considered on its 
merits taking all relevant factors into account.  The Education Authority policy on Employment of Ex-Offenders and the 
Policy statement on Management, Handling and Storage of Disclosure information are available on the website 
www.eani.org.uk   
 
The Access NI Code of Practice is available on the website www.accessni.gov.uk 
 
 
Barred lists 
Where an individual is working in regulated activity, that individual is eligible for a barred list check.  The following links 
provide more information about regulated activity and the barred lists: 
 
www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups 
 
www.nidirect.gov.uk/articles/information-disclosed-about-you 
 
The “barred list” is the list of those people in England, Wales and Northern Ireland that are not allowed to work with 
children or vulnerable adults.  It is unlawful and a criminal offence for persons on this list to apply for work with these 
groups.  There is a separate list in Scotland, which AccessNI checks too.   
 
All posts necessitating an AccessNI Enhanced check except Supervised Volunteers include a check of one or both barred 
lists.   
 
CHILD PROTECTION: PLEASE TICK ‘YES’ OR ‘NO’:  
 
Is there any reason as to why you would not be suitable to work with children/young people in an educational setting? 
 
                                                                                                                              Yes  No 
 
If ‘Yes’, please provide details below: 
 

…………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………… 

 
 
DECLARATION: PLEASE READ THE FOLLOWING STATEMENTS, THEN SIGN AND DATE BELOW: 
 
I confirm I have read the explanation provided above regarding the barred lists and understand the implications  
of making a barred list check application. 
 
(Unsupervised Volunteers Only) I consent to a check being carried out against one or both barred lists.  
 
I agree to supply the original Enhanced Disclosure Certificate to the Education Authority immediately on request, and 
prior to commencing any employment with the Authority. 
 
 
Signed………………………………………………………………………….  Date…………………………………… 
     

  

http://www.eani.org.uk/
http://www.accessni.gov.uk/
http://www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups
http://www.nidirect.gov.uk/articles/information-disclosed-about-you
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Identity Validation - for completion by Principal or Line Manager 
 
All applicants must provide a minimum of 3 documents and the documents must be original not copies.  Applicants 

can follow one of two routes; 

Route 1 

An applicant must provide; 

 1 document from Group 1; and 

 2 further documents from Group 1 or Group 2a or Group 2b 

At least one of the documents must show the applicant’s current address. 

Route 2 

This applies only where an applicant does not have Group1 documentation.  The applicant must provide; 

 4 documents from Group 2a and 2b 

One document must be a birth certificate issued after the time of birth.  One document must show the applicant’s 

current address 

Applicant details as they appear on the ID documentation provided: 

Full name  ……………………………………………………………………………….. 

Date of Birth :   /   /     

  

Current postcode :        

 
 
 
 
 
 
 

 
I confirm I have seen the original ID documentation as indicated on the attached sheet. 
 

Date of ID check :   /   /     

Signed : ………………………………………………………………………. 

Name (Capitals) : ………………………………………………………………………. 

 
 

 
 
 
 
 

COMPLETED FORMS SHOULD BE RETURNED TO: 
ACCESS NI UNIT, EDUCATION AUTHORITY, 

BALLYMENA OFFICE, BALLEE CENTRE, BALLEE ROAD WEST, BALLYMENA, BT42 2HS 

OR ALTERNATIVELY EMAIL TO: 
accessni@eani.org.uk 
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PRINCIPAL/LINE MANAGER – YOU MUST TICK BOXES TO INDICATE WHICH DOCUMENTS WERE PRODUCED 
 

 
 

 
 

 

  

 
Current passport (any nationality) 

 
Biometric Residence Permit (UK) 

 Current driving licence (UK, ROI, Isle of Man, Channel Islands or any EEA country) 

 Original birth certificate (UK, Isle of Man or Channel Islands) issue at time of birth 

 Original long form Irish birth certificate –issued at time of registration of birth 

 Adoption certificate (UK, Isle of Man or Channel Islands) 

 
Birth certificate (UK, ROI, Isle of Man or Channel Islands) issued after time of birth 

 
Marriage/Civil Partnership Certificate (UK, Isle of Man or Channel Islands) 

 HM Forces ID card (UK) 

 Firearms licence (UK and Channel Islands) 

 Electoral ID card (NI only) 

 Currently driving licence photocard ( full or provisional) 

 Current UK driving licence (full or provisional paper version) 

 Immigration document, visa or work permit 

 
Mortgage statement (UK or EEA)  (Issue date within the last 12 months) 

 
Financial statement (UK)** for example, ISA, pension or endowment  (Issue date within the last 12 months) 

 P45/60 statement (UK and Channel Islands) (Issue date within the last 12 months) 

 Land and Property Services Agency rates demand (NI only) (Issue date within the last 12 months) 

 Council tax statement  (Great Britain and Channel Islands) (Issue date within the last 12 months) 

 Credit card statement (UK or EEA)  (Issue date within the last 3 months) 

 Bank/Building Society Statement (UK or EEA)  (Issue date within the last 3 months) 

 Bank or Building society statement - Countries outside the EEA (Issue date within the last 3 months) 

 Bank / Building Society Account Confirmation Letter (Issue date within the last 3 months) 

 Utility Bill (UK or ROI)* – not mobile phone (Issue date within the last 3 months) 

 Benefit statement (UK and Channel Islands) (Issue date within the last 3 months) 

 Central or local government, government agency or local council document giving entitlement. For example 
from the Department for Work and Pensions, HMRC (UK and Channel Islands) (Issue date within the last 3 
months) 

 EU National ID card 

 60+ or Senior (65+) SmartPass issued by Translink (NI only) 

 yLink card issued by Translink ( NI only) 

 Cards carrying the PASS Accreditation logo (UK and Channel Islands) 

 Letter from a Head Teacher or Further Education College Principal (16-19 year olds in full time education – 
only to be used when other documentation cannot be provided)** 

 Letter of sponsorship from future employment provider or voluntary organisation 

Group 1: Primary identity documents 
 

Group 2a: Trusted Government Documents 
 

Group 2b: Living and Social History 

Documents  
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APPENDIX 6:  ACCESS NI PIN NOTIFICATION AND ID VALIDATION FORM 
 

 

ACCESS NI 
PIN NOTIFICATION AND ID 

VALIDATION FORM  

This form is for use for Work Experience – Small Business Providers Only 
 

This form to be completed by Lone Working Employers ONLY 
 

NAME:  POST:    
 

PLEASE INDICATE IF APPLICANT IS:    SUPERVISED    UNSUPERVISED      
 

NAME & ADDRESS OF SCHOOL/LOCATION:  

 
 

 

Applicant instructions 
 

1. Complete the Applicant Consent (Page 2). 
 

2. Provide the relevant identification documents (Pages 3 and 4) to the Principal or Line Manager for completion of 
the Identity Validation (Pages 3 and 4). 
 

3. Go to  www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body. 
 

4. Select the green button to Apply for an enhanced check through a registered body. 
 

5. Register your account by creating a user ID and password [keep these details safe as you will need them to track 
the progress of your case]. 
 

6. Once you have successfully logged in, you will be taken to the on-line application.. 
 

7. Enter the PIN number below at Step 1 of the form completion 

4 2 4 6 4 5 

 

8. Complete the remainder of the form and click on  confirm and proceed  to finish the on-line process. 
 
9. You must note the 10 digit AccessNI reference number in the boxes below:- 

Application Reference2            

 

10. Return this form to the Education Authority.  
 
N.B. A single AccessNI disclosure certificate will be issued to the applicant.  If disclosure information is detailed on the 
certificate the Education Authority will require the original certificate in completing its pre-employment checking 
process. 

                                                      
2 This is the 10 digit case reference number provided on the confirmation page and email when the applicant completes their details 
on the AccessNI on-line system. 

  

http://www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body
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APPLICANT CONSENT 
 
 

Rehabilitation of Offenders Order 1978 
The majority of Education Authority posts are exempt from the Rehabilitation of Offenders Order 1978.  Appointment to 
such posts will be subject to the satisfactory completion of criminal background checks by Access NI.  It should be noted 
that having a criminal record does not necessarily debar you from employment.  Each individual case is considered on its 
merits taking all relevant factors into account.  The Education Authority policy on Employment of Ex-Offenders and the 
Policy statement on Management, Handling and Storage of Disclosure information are available on the website 
www.eani.org.uk   
 
The Access NI Code of Practice is available on the website www.accessni.gov.uk 
 
 
Barred lists 
Where an individual is working in regulated activity, that individual is eligible for a barred list check.  The following links 
provide more information about regulated activity and the barred lists: 
 
www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups 
 
www.nidirect.gov.uk/articles/information-disclosed-about-you 
 
The “barred list” is the list of those people in England, Wales and Northern Ireland that are not allowed to work with 
children or vulnerable adults.  It is unlawful and a criminal offence for persons on this list to apply for work with these 
groups.  There is a separate list in Scotland, which AccessNI checks too.   
 
All posts necessitating an AccessNI Enhanced check except Supervised Volunteers include a check of one or both barred 
lists.   
 
 
CHILD PROTECTION: PLEASE TICK ‘YES’ OR ‘NO’:  
 
Is there any reason as to why you would not be suitable to work with children/young people in an educational setting? 
 
                                                                                                                              Yes  No 
 
If ‘Yes’, please provide details below: 
 

…………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………… 
 
 
DECLARATION: PLEASE READ THE FOLLOWING STATEMENTS, THEN SIGN AND DATE BELOW: 
 
I confirm I have read the explanation provided above regarding the barred lists and understand the implications  
of making a barred list check application. 
 
(Unsupervised Volunteers Only) I consent to a check being carried out against one or both barred lists.  
 
I agree to supply the original Enhanced Disclosure Certificate to the Education Authority immediately on request, and 
prior to commencing any employment with the Authority. 
 
 
Signed………………………………………………………………………….  Date…………………………………… 
     

  

http://www.eani.org.uk/
http://www.accessni.gov.uk/
http://www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups
http://www.nidirect.gov.uk/articles/information-disclosed-about-you
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Identity Validation - for completion by Principal or Line Manager 
 
All applicants must provide a minimum of 3 documents and the documents must be original not copies.  Applicants can 

follow one of two routes; 

Route 1 

An applicant must provide; 

 1 document from Group 1; and 

 2 further documents from Group 1 or Group 2a or Group 2b 

At least one of the documents must show the applicant’s current address. 

Route 2 

This applies only where an applicant does not have Group1 documentation.  The applicant must provide; 

 4 documents from Group 2a and 2b 

One document must be a birth certificate issued after the time of birth.  One document must show the applicant’s current 

address 

Applicant details as they appear on the ID documentation provided: 

Full name  ……………………………………………………………………………….. 

Date of Birth :   /   /     

  

Current postcode :        

 
 
 
 
 
 
 

 
I confirm I have seen the original ID documentation as indicated on the attached sheet. 
 

Date of ID check :   /   /     

Signed : ………………………………………………………………………. 

Name (Capitals) : ………………………………………………………………………. 

 
 

 
 
 
 
 

COMPLETED FORMS SHOULD BE RETURNED TO: 
ACCESS NI UNIT, EDUCATION AUTHORITY, 

BALLYMENA OFFICE, BALLEE CENTRE, BALLEE ROAD WEST, BALLYMENA, BT42 2HS 

OR ALTERNATIVELY EMAIL TO: 
accessni@eani.org.uk 
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PRINCIPAL/LINE MANAGER – YOU MUST TICK BOXES TO INDICATE WHICH DOCUMENTS WERE PRODUCED 
 

 
 

 
 

 

 
Current passport (any nationality) 

 
Biometric Residence Permit (UK) 

 Current driving licence (UK, ROI, Isle of Man, Channel Islands or any EEA country) 

 Original birth certificate (UK, Isle of Man or Channel Islands) issue at time of birth 

 Original long form Irish birth certificate –issued at time of registration of birth 

 Adoption certificate (UK, Isle of Man or Channel Islands) 

 
Birth certificate (UK, ROI, Isle of Man or Channel Islands) issued after time of birth 

 
Marriage/Civil Partnership Certificate (UK, Isle of Man or Channel Islands) 

 HM Forces ID card (UK) 

 Firearms licence (UK and Channel Islands) 

 Electoral ID card (NI only) 

 Currently driving licence photocard ( full or provisional) 

 Current UK driving licence (full or provisional paper version) 

 Immigration document, visa or work permit 

 
Mortgage statement (UK or EEA)  (Issue date within the last 12 months) 

 
Financial statement (UK)** for example, ISA, pension or endowment  (Issue date within the last 12 months) 

 P45/60 statement (UK and Channel Islands) (Issue date within the last 12 months) 

 Land and Property Services Agency rates demand (NI only) (Issue date within the last 12 months) 

 Council tax statement  (Great Britain and Channel Islands) (Issue date within the last 12 months) 

 Credit card statement (UK or EEA)  (Issue date within the last 3 months) 

 Bank/Building Society Statement (UK or EEA)  (Issue date within the last 3 months) 

 Bank or Building society statement - Countries outside the EEA (Issue date within the last 3 months) 

 Bank / Building Society Account Confirmation Letter (Issue date within the last 3 months) 

 Utility Bill (UK or ROI)* – not mobile phone (Issue date within the last 3 months) 

 Benefit statement (UK and Channel Islands) (Issue date within the last 3 months) 

 Central or local government, government agency or local council document giving entitlement. For example 
from the Department for Work and Pensions, HMRC (UK and Channel Islands) (Issue date within the last 3 
months) 

 EU National ID card 

 60+ or Senior (65+) SmartPass issued by Translink (NI only) 

 yLink card issued by Translink ( NI only) 

 Cards carrying the PASS Accreditation logo (UK and Channel Islands) 

 Letter from a Head Teacher or Further Education College Principal (16-19 year olds in full time education – 
only to be used when other documentation cannot be provided)** 

 Letter of sponsorship from future employment provider or voluntary organisation 

Group 1: Primary identity documents 
 

Group 2a: Trusted Government Documents 
 

Group 2b: Living and Social History 

Documents  

 


