NI Assembly Education Service
Procedure for accepting and developing programmes for work experience students
Objective: To give guidance on when work experience students should be accepted into the Northern Ireland Assembly and to develop an agreed programme that will benefit the student in terms of learning about the work of the Assembly.
Reactive: 
where a request is received from a student / parent / careers department for a student to undertake work experience in the Northern Ireland Assembly.

This procedure refers to reactive development of work experience students prompted by received requests. 
· Email/phone call comes from student / parent / schools career department.
· Requests may be received from GCSE and A-level students.
· See the following general guidelines for accepting work experience students:
Guidance for accepting students:
· A maximum of 2 students per week should be accepted for work experience in the Northern Ireland Assembly.

· The student/school should contact the Assembly regarding work experience at least one month prior to the intended dates of the work experience.

· An application form must then be completed by the student.

· Students wishing to undertake work experience with the Northern Ireland Assembly should be able to display a tangible interest in politics and business and be able to demonstrate it on the application form.  The application form is in Appendix 1.

· Students will be accepted on a ‘first come, first served’ basis.

· A signed indemnity form must be received from the school prior to accepting a student for work experience. 

· Work experience students will normally undertake a set programme of three days maximum in the Assembly, or less if they request this.

· A programme will involve an introduction with the Education Service and will incorporate experience with offices throughout the Assembly – ordinarily an hour with each office. A sample programme is available in Appendix 2 and guidelines to arranging experience with the different offices are outlined below.
· There are to be no work placements during purdah or recess.  Work experience only takes place during sitting periods. 

· There are to be no work placements when there is an over-riding organisational business need such as a major event.

Guide for Offices accommodating work experience students:

· Agreement should be reached with the various Directors that offices within their Directorate are obliged to accommodate work experience students for an agreed time as part of a standard programme.

· An individual office can accept a specialist work experience placement must they must organise their own programme and be aware that they may have to accommodate general work experience students during the same week.

If the work experience student is to be accepted into the Assembly, the following guidelines should be followed for developing the programme:
· A set work experience programme. Sample in Appendix 2.
· Programmes will NOT be tailored to students’ specific needs.

· All students will have an introductory quiz requiring them to research elements of their programme and detail questions that they will put to clerks etc.  Incorporated in Learning Log.
· A learning log will be given to students to complete during the placement and will help with the evaluation of programme.

· Feedback forms to be issued on Thursday afternoon, requesting three things that students have learnt.

Appendix 1
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Northern Ireland 
Assembly
Work Experience Programme 

Name…………………………………………………………..

Age……………………………………………………………..

School………………………………………………………....

Subjects currently being studied:

……………………………………………………………….......

……………………………………………………………………

……………………………………………………………………

Reasons for applying for work experience with the NI Assembly (please note any political interests or experience):

……………………………………………………………………

……………………………………………………………………
……………………………………………………………………
Aims and objectives of the work experience:……….…..

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

Dates of work experience:…………………………………..

Contact details:………………………………………………..
……………………………………………………………………

……………………………………………………………………
Appendix 2
Sample Student Programme (3 days)
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Northern Ireland 

Assembly

Work Experience Student Programme

[DATE]
[STUDENT NAME]
	10:00
	10:30
	Introduction

	10:30
	13:00
	Education Service Group

	13:00
	14:00
	Lunch

	14:00
	15:00
	Ministers' Question Time

	15:00
	16:00
	Assembly Broadcasting

	10:00
	10:30
	Bill Office

	10:30
	11:15
	Committee Viewing

	11:15
	12:00
	Business Office

	12:00
	12:30
	Legal Services

	12:45
	14:00
	Learning Log and Lunch

	14:00
	16:00
	Hansard

	10:00
	10:30
	Learning Log

	10:30
	12:00
	Library and Research

	12:00
	13:00
	Communications

	13:00
	14:00
	Lunch

	14:00
	15:00
	Education Service Task

	15:00
	16:00
	Feedback and wrap-up


