

SCOTTISH CATHOLIC EDUCATION SERVICE
RECRUITMENT GROUP
GUIDELINES FOR WORK EXPERIENCE IN CATHOLIC SCHOOLS

Catholic schools have been doing great work in communities throughout Scotland for over one hundred years, committed to the idea that the best education is in its essence fully holistic: it tends to the whole person in mind, intellect, body and soul, and it fosters a love of learning that will stay with us throughout our lives.
This success is due in no small part to the committed service of teachers who, in the course of their teaching duties, serve as witnesses to the fact that the choice to live as a practising Catholic is a valid and relevant choice in 21st century Scotland. In the nature of their interactions with young people and with colleagues, in the classroom and beyond, they show the teachings of Christ put into action and show that the Catholic faith is not simply a body of knowledge that resides in our heads, but is a sense of how to live that extends to our hands, our hearts and to our knees when we meet with Christ in prayer.
It is vital then that we as a community do all that we can to help and support those who feel called to serve in the role of Catholic teacher.
One form that this support has taken over the years is allowing young people considering taking up the vocation of teaching to take part in programmes of work experience in Catholic schools. This is an invaluable source of learning for those considering a teaching career not least of all because it allows them to discern whether teaching is the career for them, by showing how the day-to-day reality of teaching matches their ideas and expectations. It is important therefore that any work experience takes the form of a comprehensive and structured programme providing a wide range of experiences and the opportunity for the person involved to ask questions and seek advice.N.B. The term “student” is used to refer to anyone who is in the school undertaking a work experience placement.






AIMS OF WORK EXPERIENCE 

· Help students make informed career decisions by exploring their aptitudes and interests, and exploring potential career roles
· Prepare students for the demands and expectations of working in a school
· Improve students’ maturity, confidence and self-reliance 
· Provide students with appropriate knowledge, skills and attitudes concerning work both within and out with the classroom context
· Provide a link between local community schools and parishes
· Provide students with an opportunity to relate school studies with a workplace
· Help students to see how a Catholic school operates within the Charter for Catholic Schools, and functions as a community of faith and learning
· Give students an insight into the diversity of employees in the workplace  















[bookmark: _Hlk86066471]Suggested Practice for the Placement School

· All students should have an allocated member of staff who is a point of first contact, and to whom they can feed back on their experience within the school
· Ensure that the student, and everyone they will work with, is operating in a safe way and within a safe environment, in line with school and Local Authority policies
· Ensure that the student is made aware of the relevant line management structures and is introduced to everyone they will work with
· Ensure that the student is made aware of Child Protection procedures and knows how and when to access the Child Protection Co-ordinator.
· Provide student with a structured programme including a range of school contexts, with clear expectations and a balance of observation, tasks (within and outwith classroom context), and the opportunity for liaison and discussion with different members of the school’s management, teaching and ancillary staff and wider community. The programme should reflect a real attempt to mirror the day-to-day work of a teacher within the school.
· Students should not be left alone to supervise pupils
· Students should be encouraged to share their own particular gifts and talents in their interactions with pupils
· Students should be allowed and indeed encouraged to evaluate both the programme and their own performance
· Schools should encourage and support students in the keeping of a journal of their placement, which will promote professional reflection and self-evaluation.







Responsibility of the Student

· Prior to attending, it is recommended that students familiarise themselves with the website of the placement school to gain an understanding of the vision, value and aims of the school, along with practical details such as the shape of the school day, etc.
· While in the school, students should have a care to conduct themselves in a way that reflects the vision, values and aims of the school community
· Students should attend as planned; if for any reason they cannot attend, they should inform the placement school (and/or their own school, as appropriate)
· Students should be aware that they will be asked to undertake a programme that, in reflecting the day-to-day working of a busy school, covers a range of different experiences and contexts, and should be willing to co-operate with that
· If a student has any concerns, they should share these at the first opportunity with their allocated member of staff or Child Protection coordinator
· In keeping with the nature of working in a busy school, students should be prepared to be flexible and enthusiastic in their contributions to school life.
· Students are expected to keep a record of the work they undertake and to make time for personal reflection and self-evaluation. Students should do this through the keeping of a journal throughout the time of their placement. 
· The journal is a place for the student to reflect upon their own practice and on what they have learned. While it is intended for the student’s own use, it is important to remember that there can be issues of confidentiality, and so students should avoid naming or otherwise identifying particular pupils or staff when recording reflections.








WORK EXPERIENCE STUDENT PLACEMENT  STUDENT JOURNAL

	Name of Student

	

	Name of Placement School
	

	Dates of Placement

	

	Placement School Contact
	



           Work Experience Placement Student Journal				
	Student Name:
	

	Date:  
	


	Staff I worked with 

	








	Classes I worked with

	








	Focus/aims for today (say why)

	














How I performed today – my reflections
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Make sure the student

has a copy of the
school’s Vision, Values
and Aims Statement

Before the Student
arrives . . .

Support the student in arranging a
time for the student to meet with
the chaplain and/or any chaplaincy
team/liturgy group/etc.

At your first meeting, ask the
student if they have anything
they see as a particular strength/
talent that they can contribute,
perhaps within a certain subject and a copy of the
or activity. Try to find ways in Charter for Catholic
which this can be incorporated Schools.

into the programme.

Allocate a member of staff to be
student’s first point of contact
Allocate a member of staff to
have responsibility for helping
student to keep their Journal
Prepare a copy of school

handbook to give to the student
Ensure staff know that the
student is coming

Ask staff if anyone is working on
units/projects/events where the
student could be involved

Draw up a programme that
includes (where practical):
Classroom observation

If your student’s placement
happens in a one week/two week
block, take one (or more) of the
priorities from your School
Improvement Plan and ask them to
watch for and be aware of ways in
which the school is addressing that
priority.

If your student’s placement
happens over a number of weeks,
set a weekly focus from the
handbook and ask them to read

) > " what is in the handbook on that
Interactions with pupils ic. Thi 1s0 be the f q
within and outwith the topic. This can also be the focus in
deesTEEm discussions with staff that week.

Experiencing assemblies

Time for discussion with
non-teaching and
support staff working in

different contexts within Support the student in ensuring Try to ensure

Allow the student to help with the

Making Work Experience Work - School

the school

Meetings for discussion
with management/
teaching/ pupil support
staff in different areas of
responsibility

opportunities to meet and talk
with office staff, kitchen staff,
janitorial staff, etc. to help
ensure a rounded picture of life
and roles in a school.

progression in the
level of task set for
the student
throughout the length
of the placement.

planning, development and
delivery of whole school events
such as a mass, assembly, etc.
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Block Placement

This advice is intended for
students who are on a
full-time placement for
one week or more.

Before you begin your
placement. . .

Ensure that you are absolutely
clear on the arrangement s
regarding dates, times, etc. . .
Is there a dress code for you
as a student?

Have you visited the school’s
website? Go on to see the
school’s statements on its
vision, values and aims, and
look at the Handbook to get a
fuller picture of the school’s
priorities.

It will be very useful for you to
keep a detailed journal of your
time on placement. In this you
can keep a record of what you
do; the different roles within
the school and how they
work;

Make sure you are familiar
with the Charter for Catholic
Schools. This is available from
the Scottish Catholic
Education Service website at
https://sces.org.uk/charter-

for-catholic-schools/

During your interactions with
pupils in the classroom, pay
attention to the different
teaching approaches and
methods used by the teacher.
Discuss the reasons for these
with the teacher.

As you observe/
participate in the
classroom, where do
you see literacy/
numeracy/HWB/ICT
elements included in
learning and
teaching?

Ask if you can arrange a time to
meet with the chaplain and/or any
chaplaincy team/liturgy group/etc.
How important is the Catholic
identity and religious life of the
school? Record your findings in
your journal.

Take the opportunity to be part of
playground/dining hall duty
where practical to do so. Do you
notice any differences in the
teacher/pupil dynamic? Record
your thoughts in your journal.

Having looked at the school’s
Improvement Plan, discuss with
staff how this informs what they
do on a day-to-day basis in
learning and teaching, including
planning and monitoring progress.

Try to arrange with your school
contact some time to meet and
talk with non-teaching staff in
the school, and to discuss with
them not only their direct
responsibilities but also their
wider role within the school
community.

Take full advantage of
any opportunity to
become involved with
any whole-school
activities happening
during your
placement.

On completing your placement,
what do you feel have been your
strengths and where do you feel
you would like further
development? What will be your
next steps in your journey towards
a teaching career? Record your
thoughts in your journal.
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Serial Placement

This advice is intended for
students who are on a
long-term placement for
a day or so per week.

Before you begin your
placement . . .

Ensure that you are absolutely
clear on the arrangement s
regarding dates, times, etc. . .
Is there a dress code for you
as a student?

Have you visited the school’s
website? Go on to see the
school’s statements on its
vision, values and aims, and
look at the Handbook to get a
fuller picture of the school’s
priorities.

It will be very useful for you to
keep a detailed journal of your
time on placement. In this you
can keep a record of what you
do; the different roles within
the school and how they
work;

Make sure you are familiar
with the Charter for Catholic
Schools. This is available from
the Scottish Catholic
Education Service website at
https://sces.org.uk/charter-

for-catholic-schools/

During your interactions with
pupils in the classroom, pay
attention to the different
teaching approaches and
methods used by the teacher in
different curricular areas. Does
this change in the course of the
placement?

As you observe/
participate in the
classroom, where do you
see literacy/
numeracy/HWB/ICT
elements included in

learning and teaching?

Ask if you can arrange a time to
meet with the chaplain and/or any
chaplaincy team/liturgy group/etc.
How important is the Catholic
identity and religious life of the
school? Record your findings in
your journal as the school moves
through the liturgical year.

Take the opportunity to be part of
playground/dining hall duty
where practical to do so. Do you
notice any differences in the
teacher/pupil dynamic, and does
it change as you progress in your
placement? Record your thoughts
in your journal.

Take full advantage of any
opportunity to become involved
with whole-school activities. As
you move through the year, gather
feedback from pupils about the
importance of these events for
their experience.

Try to arrange with your school
contact some time to meet and
talk with non-teaching staff in the
school, and to discuss with them
not only their direct
responsibilities but also their
wider role within the school
community.

Having looked at the
school’s Improvement Plan,
discuss with staff how this
informs what they do on a
day-to-day basis in learning
and teaching, including
planning and monitoring
progress.

On completing your placement,
what do you feel have been your
strengths and where do you feel
you would like further
development? What will be your
next steps in your journey towards
a teaching career? Record your
thoughts in your journal.
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