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Work Experience Employer Guide
Supporting Young People to Build Future Skills

Purpose of Work Experience:
Work experience helps young people aged 14–24 explore career pathways, develop workplace confidence and build transferable skills. It provides employers with a chance to shape the future workforce and contribute to their community.

Planning a Meaningful Placement:
1. Get Organised Early
· Employers provide their available placement dates to the school or training provider, who then coordinate the placement directly with the student to ensure there are no conflicts with other commitments e.g. work, family, sports 
· Confirm that insurance arrangements are in place, either through the school or training provider. If not, discuss how this will be managed before the placement begins
· Employers to ensure all staff who will have direct contact with a work experience participant (if under 18) holds a valid Working with Children Clearance, unless exempt under NT legislation: People who do not need clearance
· Nominate a workplace supervisor or mentor
· Prepare a simple task schedule or timetable
· Prepare the first day induction 
· Arrange workstation, IT, equipment and building access 
· Let all staff members know about the upcoming work experience and their expectations 
2. Design Inclusive, Realistic Activities
· Assign varied, age- and skill-appropriate tasks that can keep the student engaged throughout their placement. Depending on the workplace and role, this may be observation only.
· If possible, introduce a small project they can contribute to across the week
· Encourage teamwork, communication and observation of different roles
· Allow space for learning, mistakes and questions
3. Support and Supervise Well
· Deliver a warm induction: introduce the team, tour the workspace, explain key policies (safety, conduct, dress code)
· Ensure the supervisor/mentor has regular check-ins with student e.g. Mon, Wed & Fri. 
· Cover WHS essentials: PPE use, emergency plans, safe equipment handling, reporting processes
· Make expectations clear: working hours, acceptable behaviour, dress code, breaks, parking or transport arrangements, designated contact person, and procedures in case of illness.
· Provide ongoing guidance, feedback, and encouragement
· Adjust tasks or pace based on confidence and ability


Communication Tips:
· Use simple, direct instructions and check for understanding
· Ask how they prefer to be taught, demonstrate tasks, then observe and support the student doing them
· Be patient – allow time for questions or clarification
· Provide visual aids or written instructions where helpful
· Include the student in team activities and conversations
· Don’t assume they regularly check or read email
· Be clear about expectation re communication and what’s acceptable / required in the workplace

After the Placement:
· Reflect with the student on what they learned and enjoyed
· Complete any paperwork or feedback forms from the school or provider
· Let the school or provider know if you’d consider hosting again
· Share what worked well and any suggested improvements
· Employer to provide reference details for the young person to add to their CV, if willing
· Provide honest feedback to the student and discuss areas of improvement 
Benefits to Employers:
· Develop your staff’s mentoring and coaching skills
· Build links with schools and the local community
· Access emerging talent and promote your industry
· Increase workplace diversity and inclusion

[image: A logo with text on it

AI-generated content may be incorrect.]
image1.png
7’ou’rhw05)(




image2.png
&

Greater Darwin
Community Investment Committee
YOUTH ¢ BUSINESS ¢ COMMUNITY




