
Is the student completing compulsory WEX as part of 
their BTEC course or E&E tutorial?

Student to research and source their own work 
placement with the support of their tutor and the 
Careers & Work Placement Coordinator (C&WPC)

Does the 
employer/

organisation have 
employers 

liability insurance

Inform by email the 
Careers & Work 

Placement Coordinator 
with details of 
placement to 

wex@bhasvic.ac.uk

Inform by email the 
Careers & Work 

Placement Coordinator 
with details of 
placement to 

wex@bhasvic.ac.uk

Ensure employer has 
measures in place to 

provide a COVID secure 
workplace

 Checklist for work experience:
• Medical requirement such as an up-

to-date tetanus jabs, allergies
• Safety of placement i.e building site
• Working alone with employer
• Location and traveling time/cost

Seek authorisation for 
any college absence 
from the student’s 
Guidance Manager

Student to complete the 
required WEX  forms and 

forward them to the 
C&WPC

Student would like to organise 
their own WEX

Ensure subject teachers 
are informed and 

outofcollege absence 
have been emailed 

prior to absence

Ensure subject teachers 
are informed and 

outofcollege absence 
have been emailed 

prior to absence

BHASVIC can not 
authorise any 

absence. 
However, you can 
complete WEX in 
the student’s own 

time

Student to 
organise privately 

their own 
arrangements 

with the 
employer

C&WPC to gain copies of:
• Employers Liability 

insurance certificate
• Health & Safety
• Safeguarding forms before 

the start of placement

Student to 
organise dates 
and times with 

employer

Student to read 
and complete 

relevant sections 
of work 

placement 
journal before 

the start of 
placement

Student to read 
and complete 

relevant sections 
of work 

placement 
journal before 

the start of 
placement

Tutor to authorise 
absence with 

Guidance 
Manager if a clash 

with lessons

Student’s Work Experience (WEX) Process

No Yes

Yes No

Catch up on any work 
missed as per 

arrangements with 
teachers

If you would like a 
copy of the WEX 
journal to record 

and reflect on 
your experiences 

then visit 
BHASVLE WEX

If you would like a 
copy of the WEX 
journal to record 

and reflect on 
your experiences 

then visit 
BHASVLE WEX

For more information visit:
BHASVLE WEX Page 

BHASVIC WEX website 

For more information visit:
BHASVLE WEX Page 

BHASVIC WEX website 
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