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Work Experience Programme 

Week 1 – Induction

· introduction to the programme

· Issue employee handbook and any questions answered

· Induction Checklist, Manual Handling, Site Rules – forms Permission, PPE and Medication Consent 

· Health Questionnaire checked for reasonable adjustments

· Safe Systems of Work

· Familiarisation with staff and environment

· Sorting room initial assessment – Working within a team on a conveyer line, opening bags and sorting recyclable materials into recyclate type.

Undertake cleaning and maintenance duties within the sorting hall.
Week 2: - Job Check Review

Sorting–Working within a team on a conveyer line, opening bags and sorting recyclable materials into recyclate type.

Undertake cleaning and maintenance duties within the sorting hall.
Week 3: 

Sorting - Working within a team on conveyer line, opening bags and sorting recyclable materials into recyclate type.

Undertake cleaning and maintenance duties within the sorting hall.
Week 4 - One:One undertake reverse assistant and safe systems of work for kerbside duties:
Sorting - Working within a team on a conveyer line, working on different sections of the line sorting recyclable materials into recyclate type.

Undertake cleaning and maintenance duties within the sorting hall
Week 5 - 
Kerbside collections – loader duties: carrying, weighing and sorting materials from kerbside boxes; operation of hydraulic lifting mechanism; returning boxes to correct properties; act as reversing assistant for driver; unload plastics on return to depot; prepare vehicle for following day’s collections interact with customers; act as ambassador for Cae Post.

Week 6 - as above Job Check Review and assessment of suitability to undertake Fork lift Truck Training
Week 7

Mix of sorting room and community collections, dependant on progress
Week 8 One:one

Mix of sorting room and community collections, dependant on progress
Week 9: 

Mix of sorting room and community collections, dependant on progress
Depending on the outcome of assessment and completion of fork lift truck training the opportunity to work in the baling area will arise
Operating the fork lift truck to move bales, operating plant to weigh the materials and the storage of processed materials.
Undertake cleaning and maintenance duties within the baling area.
Week 10

Mix of sorting room baling area and community collections, dependant on operational needs.
Week 11

Mix of sorting room baling area and community collections, dependant on operational needs.
Week 12 - one: one 

Mix of sorting room baling area and community collections, dependant on operational needs
Week 13 – 20 

Mix of sorting room baling area and community collections, dependant on operational needs

Last week final Job Check review and exit interview (one:one)

1 Month later
Follow up telephone call to participant to monitor progress/succession if further support is required, arrange to meet with participant to assess follow up needs and action required 

Training and Support Provision
· Understanding the Waste Hierarchy 

· Reverse Assistant Training

· Financial Capability Training

· Certificated Health and Safety Training (Safety Health Environmental Awareness Passport)
· First Aid Training

· Fork Lift Truck Training (were appropriate)

· Basic skills training and support (were assessed as needed)
· Job Search 

· CV Writing and career guidance
· Presentation skills, application writing, confidence building and communication skills
· Individual feedback and goal setting
Any training that is undertaken will take place on one of the allocated working days.

This programme is subject to change due to the changing needs of the business and where possible notice of this will be given 
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