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WORK EXPERIENCE NOTIFICATION FORM

If you wish to advertise your work experience opportunity with the Careers Service, please complete the form below and either post to: The Careers Service, Student Centre, The University of Bolton, Deane Road, Bolton, BL3 5AB or email as an attachment to:  BB2@bolton.ac.uk
	Company Name:
	

	Address & Postcode:

	

	Contact Name: 

	

	Telephone (with area code):
	

	e-mail:
	

	Fax :
	

	Number of Employees:
	

	Length of work experience:
	


	Type of opportunity:    

	

	Please give brief outline of duties:   

	

	Skills required:    

	

	Method of application:

	

	Hours:


	

	Pay:

	

	Location:

	

	Closing Date:

	


Submission of this form will be deemed acceptance of our Code of Practice

Employers

This code of good practice is intended to establish and maintain recognised standards for both students and employers using The University of Bolton Job Shop.

1. The employer must make clear the nature of the work offered, and specify any necessary skills required, the proposed wages and other terms.  Employers should also state the number and distribution of the hours to be worked and, if known, the date that the employment will end.

2. It is the responsibility of the employer to let all candidates know of the result of their application as soon as possible and inform The University of Bolton Job Shop when the post has been filled.

3. The employer should be aware of the students' study obligations and as a guide should not ask them to work in excess of 16  hours per week when they are studying as well.  This does not apply during the vacations or during a placement.
4. It is the duty of the employer to meet all the statutory legal requirements with regards to students registered with The University of Bolton Job Shop.

In particular the employer is reminded of the following requirements:

Payment of National Minimum Wage 

Payment of tax and National Insurance contributions

Working time directive legislation including holiday entitlement

Adherence to health and safety regulations

Provision of adequate insurance

Compliance with legislation against discrimination in employment on the basis of gender, ethnic origin, disability etc., and with good practice in respect of non-discrimination on the grounds of age.

The employer shall satisfy themselves as to the suitability of any employee and shall be responsible for taking up any references provided by the employee before engaging the student.

The Job Shop reserves the right not to advertise vacancies it considers unsuitable for students, and to refuse to advertise further vacancies from any company which breaches this code. 
For further copies of this code of practice or for more information about The University of Bolton  Job Shop please contact:-  Barbara Boardman, Student Services, The University of Bolton, Deane Road,  Bolton, BL3 5AB

Tel: 1204 903080       Fax: 01204 393732
      E-mail: BB2@bolton.ac.uk.
