
 
 

 

 

 

1. Southampton City Council Arts and Heritage 

Work experience programme 

This work experience programme is designed for young people with little practical 
experience of the workplace.  

It offers a series of structured tasks that provide the student with tangible learning 
objectives. These tasks can be used to build a bespoke work experience 
programme, that can be employed flexibly around the demands of the Learning and 
Outreach Project Officer’s role. 

The programme gives the student the opportunity to try the type of activities that 
might be encountered in a typical working day. It focusses on developing practical 
workplace skills.  

The target audience is 15-18 year olds, however its use is not restricted to this age 
range. 

How to use this programme 

1) Initial administration 

The pack contains a document entitled Best practice checklist for supervisor 
work experience, which outlines administrative tasks that should be carried out on 
the student’s first day with SCC Arts and Heritage. 

Ensure they understand all the paperwork and sign any that they are required to. 

2) Daily administration 

Ask the student to fill in their Daily log at the beginning and end of each day. 

Provide them with a folder where they can keep their completed work and log 
sheets. 

Take a copy of their log and worksheets at the end of each day and file them. 

This is so that we can assess the student’s progress over the course of the week. 

 



 
 

 

 

 

3) Activities 

This pack contains a series of tasks. They do not have to be carried out in 
chronological order, nor does the student have to complete all of them during their 
time with the department.  

The tasks are structured, and aim is to ensure the student feels comfortable with 
what the activities they will be carrying out each day. Please help them understand 
their learning objectives for each task, and encourage them to reflect on their 
experiences.  

4) Planning 

Have a number of tasks ready before the student arrives each day.  

Each task has corresponding supervisor notes. Make sure you have read and 
understand the structure of the task, and your involvement in it. 

5) Daily progress log (plan) 

At the beginning of the day, talk over the tasks you have set for the student to carry 
out.  

Fill in ‘Plan’ section of the Daily progress log with the student. Enter the skills from 
each of the tasks you have selected here. 

6) Before the student carries out the task 

It is important to talk the student through the learning objectives of the task, 
and what is required of them.  

Each task focusses on developing one or more skills. These are outlined in Skills 
below.  

There is a table at the beginning each task. Talk through the task with the student, 
and ask them to rate how confident they are in their ability to carry each part of the 
activity. 

 

 



 
 

 

 

 

This is so that we can record their initial knowledge and understanding, and measure 
it against their progress at the end.   

7) During the task 

Supervise and offer help during the task if needed. 

The time that each task will take will vary widely according the student’s: 

• Level of confidence 

• IT skills 

• Literacy (or numeracy) 

• Prior knowledge and experience 

Some students may be happy to carry out the task with minimal supervision, some 
may need extra assistance (for example, if they have low levels of literacy).  

8) When the task is complete 

Ask them to assess their progress once they have completed the task. 

Are they more confident they can carry out the task, less confident, or about the 
same as when they started? What did they enjoy most about the task? What did they 
enjoy the least? 

9) Daily progress log (Review) 

At the end of each day, ask them to fill in their Daily progress log. 

Discuss with the student what they’ve achieved. What did they do well? How could 
they improve next time? Ask them to fill in their responses on their daily log sheet. 

10) Programme completion 

Meet with the work experience student before they leave, to discuss their 
experiences during the week. Ask them to fill in the short form Evaluation form 
work experience. 

 



 
 

 

 

 

Fill in form Work experience skills evaluation. This records how you feel the 
student has progressed during the week. File this with your copy of the student’s 
worksheets and daily logs. 

This pack contains a Certificate work experience and Final information to provide 
the student with at the end of their placement. 

11) Arts Award 

The programme offers the opportunity for the student to spend a day gaining an Arts 
Award Discover qualification. 

There is a structured session plan for this day in this pack. It is entitled Structured 
Arts Award Day. You will need supervision or advice from a qualified Arts Award 
assessor to be able to offer this award. 

12) Skills 

Here is an outline of the essential workplace skills this plan seeks to develop. 

Communication  

Organisation  

 Research  

  Problem solving  

 Decision making  



 
 

 

 

 

 Self-management 

Numeracy (Maths) 

13) Note on programme 

This work experience programme was originally devised to be used with young 
people referred by the Princes Trust (Fairbridge Solent) to SCC Arts and Heritage, 
for a one week work experience placement. It is funded by ACE Stories of the World 
project, part of the Cultural Olympiad for the London 2012 Olympic Games. 

 

 

 

 

 

 

 


