
Questions for the WEP coordinator:
Which criteria do you follow to select the companies where students carry out their 
WEPs?
Fortunately, we have a wide database with the companies we usually cooperate with. 
This database has been completed for many years.
We also have several companies that apply to cooperate with us, both taking in students 
for their practice period or because they need someone to enrole from our job bank.
We also cooperate with companies of old pupils of the school.
According to the document Educsi (Society of Jesus) “The VT we want”, the initial 
criteria to select a company are:

o Their real capacity to complete the education of students, according to 
the criteria established in the curriculum of the title they are studying.

o The existence, among the company's staff, of an appropriate worker to 
act as a working tutor, assuming as his own the compromise to carry out 
the educational task he is given.

o The ethical and professional values of the company.
o Their sense of corporate social responsibility and the inclusion of groups 

at risk of social exclusion.
o Professional development and internal promotion within the company.
o Reputation of the company and its management.
o Identification of workers with the company.
o Motivation and recognition criteria in the company.
o Technological and professional level, so that the experience is rewarding.
o Participation in quality schemes, both in processes and products.
o Positive image before the society and the media.
o Real education interest to receive the first working experiences of 

students.
If a company meets most of these requirements, the educational institutions will 
establish the necessary partnerships.
Obviously, the mobility criteria for the pupil to be able to get to the company are also 
taken into account.
What is the role of the head of department in the planning, managing and evaluation 
of the WEP?
We have a manual of procedure for the development and follow-up of WEPs.
Both in this manual and in the school regulations, the responsibilities are:
Basic conception: It is the teacher who assumes the responsibility to coordinate the 
relationships between the VT school and the companies and institutions. It is part of the 
VT directive team to promote the relationships with the companies, Chamber of 
Commerce, Universities, business federations and the rest of the institutions involve in 
VT, in order to achieve a mutual cooperation in aspects that are profitable for all parts.
Promote and organise the working experience placements for the students; make sure 
that they fulfil the quality standards in cooperation with the head of studies and the 
departments.
Encourage the resources to promote the students’ integration into the working life. 
Organizing and controlling the job bank.
They also take care of all the documents and  of the relationships with the educational 
authorities and the inspection.



How are students informed of the selection of companies for the WEPs? Which 
information are they given? Which criteria are used to assign students a company 
and which is the order?

Activity Responsible Frequency Criteria Evidence Place
Information 
of the WEP 
module for 
students

Pupils’ tutor
WEP Tutor

Prior to 
every WEP 
period

WEP 
module 
access 
criteria
WEP 
module 
assessment 
criteria

WEP 
presentation 
document

Department-
school- 
company 
platform
WEP Tutor 

Contacts 
with 
companies 
to manage 
the 
integration 
of students

WEP Tutors Prior to 
every WEP 
period

Suitability 
of the 
company for 
the profile 
of the 
studies

Agreement
(first time)

School-
company 
Department

Setting up 
the WEP 
schedule

School-
company 
department 
responsible

Prior to 
every WEP 
period

Dates to 
hand in 
documents
Days to start 
and end

Schedule Department-
school- 
company 
platform
Departments

Pre-
assignment 
of students 
to a 
working 
place 

Department 
responsible 
for each 
cycle 

Prior to 
every WEP 
period

Company 
with the 
adequate 
means for 
the student 
to develop 
his 
professional 
competences
Possible 
access for 
the student

Act of 
Department

Responsible 
Department

Filling in 
Annexes I-
SE-SA 

School-
company 
department 
responsible
WEP Tutor

Prior to 
every WEP 
period

Correctly 
filled in and 
signed

Annexes I-SE-
SA

Filling in 
Annex II

Teachers in 
the 
department

Prior to 
every WEP 
period

Adjusting 
the student 
to the 
company

Annex II

Signing of 
Annexes I-
II and SE 

WEP Tutor Prior to 
every WEP 
period

Leaving a 
copy of 
annexes I 

Annexex I-II-
SE

School-
company 
department



by the 
company

and II in the 
company

Signing of 
Annex SA 
by the 
student

WEP Tutor Prior to 
every WEP 
period

Informing 
student of 
the grants

Annexex II School-
company 
department

Sending 
copies of 
Annexes I 
and II to the 
educational 
authority 
and 
education 
inspection

School-
company 
department 
responsible

Prior to 
every WEP 
period

Meet the 
schedule of 
presentation.
2 copies 
Annex I 
educational 
authority
Copy of 
annex I and 
II education 
inspection

Record sheets 
of the 
submission of 
documentation

School-
company 
department

Introducing 
the student 
at the work 
place

WEP Tutor Prior to 
every WEP 
period

Information 
of the 
protocol in 
case of an 
accident.
Visits 
schedule
Weekly 
follow-up 
reports 
forms. 
Annex V

Tutors’ visit 
control 
document to 
work places.

Responsible 
department.

  Students must fill in a form in which the state:
Their mobility conditions (whether they have driving licence and vehicle)
Their interests upon finishing their course (work or go on studying)
Interests (kind of company, post, profiles, etc.)
Information for pupils of the kind of companies available: name, address and type of 
business.
Students DON’T choose their companies. These are always selected by the Department 
following the criteria students have shown in their forms.
Only in the case of students who have carried out arrangements with a company to do 
the WEP, and with the prior confirmation of their adequacy, they are automatically 
assigned to a pupil.

Which are in your opinion the most important aspects for the success of the WEPs, 
both in terms of the educational process of the student and for the company or 
institution where they are carried out?
When the WEP period finishes, we carry out evaluation surveys for students, WEP 
teachers and companies. From these surveys, we get improvement indicators for the 
next course.
The aspects we focus on students are:



• Have the tasks you have undertaken consistent with your formative cycle?
• Have your knowledge and competences allowed you to manage in an adequate 

way tour practices post?
• Give your opinion in a 1 to 4 scale about the adequacy of the technical formation 

received during your WEP.
• Give your opinion in a 1 to 4 scale about the training you received in the 

modules of Professional Training and Guidance, Business and Entrepreneurship 
and English for the developing of your practices.

• Have the timetable and the length of the practice (8h/day- 380h for Middle VT 
ant 400h for Upper VT) kept during your WEP?

• Has the information you gave been taken into account to choose a practice 
company for you?

• Has your WEP tutor been helpful?
• Has your instructor been helpful?
• Have you felt integrated in the company’s working team?
• Have you been offered a job in the company?

On companies:
• They have been properly informed by the tutor-teacher about the characteristics 

of WEPs.
• The attention of the tutor has been adequate during the practice period.
• The contact between the tutor and the company has been appropriate during the 

practice period.
• The management of the documentation during the WEP has been easy.
• The company is satisfied with the students.
• The company would cooperate again next year.

In the final report of the department, WEP companies are evaluated to make a decision 
on whether to keep on cooperating with them or not on following years.
 
Do you count on the cooperation of city councils, business associations, trade 
unions or other institutions for the organization of WEPs?
Not at this moment. We’ve had contacts with business associations, but they don’t pass 
on the information. We do it directly with companies.

Do you think the offer of VT cycles matches the needs of companies in the area?
At this moment, we have several companies cooperating and working with us. We don’t 
have a lack of collaborating companies in any of our VT cycles; on the contrary, 
sometimes we exclude some of them. Due to our geographical position, very close to 
industrial sites and to the cycles we offer, we match the needs of companies in the area.

Which improvement suggestions would you give to improve the management of 
WEPs?
Recover the mobility grant for WEP students. Sometimes it’s very expensive for 
students, as in industrial specialities they have to travel to industrial sites every day.
Make it possible to associate WEP with Dual VT, so the same criteria could apply: 
grants for students, more flexible working hours, etc. 



Questions for the WEP Tutor

How do you establish coordination with the company Instructor?

During the first term of the school year, either via phone or in a visit to the company, we 
contact the practice Instructor or we agree on the WEP schedule for the course, as well 
as the possibility for their receiving, according to that schedule, some of our students for 
their WEP period. At this stage, we will be able to comment to which department or 
section of the company each student will go, as well as the activities he will undertake. 
The next step will consist in filling in all the necessary documentation for the WEP 
process by the practice Tutor (Annex I: Agreement between the school and the 
company, Annex II: Association between student and company, and Annex III: 
Formative plan). The next contact will be on the date set for signing the documentation. 
In that meeting, after checking the formative plan, the Instructor will inform us about 
the activities he plans for students during the practice period. Later on, the tutors will 
contact the instructors, twice at least during the WEP, to check if everything is going 
well. The best is to visit the company towards the middle of the practice period; if this is 
not possible, a phone call will do.

Finally, we will do a last visit to sign the documents referring to the students’ 
assessment, Annex VI: Evaluation report of the company’s instructor.

How do you do a follow-up of your students during their practices period?

First we visit the company with the student to introduce him. Once the practice period 
starts, contact with the student is kept via e-mail or telephone, for the case of possible 
incidents. The follow-up of their activities can be checked in the practice diary kept, 
Annex V of SAO platform. The students will visit the school at least once during his 
practice period, in order to inform the tutor about the activities he is doing, as well as 
his degree of satisfaction with the company. Towards the middle of the practice period, 
the Tutor will also visit the company to talk to the Instructor and the pupil, to check 
with both parts that everything is going on smoothly.

Which is, in your opinion, the most important phase in the process of management of 
WEPs?



The most important one is, without doubt, the allocation of students in companies. The 
key factor for a successful practice is that the student’s profile matches satisfactorily 
with the activity of the company.

Which are the most important aspects, in your opinion, that make the practices 
satisfactory both for the learning process of the student and for the company or 
institution where they are carried out?

It would be ideal if the tasks the students do in the companies could target most of the 
contents studies in the cycle, especially those practical ones which are difficult to 
accomplish at school. The truth is that this is very complex and doesn’t normally 
happen. That’s why it is very important, as we said before, that the profile of the 
student, his interests and capacities match the tasks to be done at the company.

Which improvement suggestions for the management of WEPs would you put forward?

Nowadays, with the use of the SAO platform, the process of WEP management is quite 
simple. Besides, this platform allows us to do a follow-up of our students, both in hours 
worked and in activities done. The greatest difficulties come in the dates when the 
documentation must be signed, as this comes as the same time as the assessment process 
of second courses of VT cycles. But this is difficult to solve and depends on a good 
organization of tutors and on the facilities of the instructors.

Questions for the instructor:

-Reception procedure for the students in practice at our company:

We contact the schools to define the students’ profiles and the tasks to be done. When 
the students arrive they take a tour round the factory and are informed about the 
company. They are given the EPIs (security norms and guidance) and they receive a 
course on labour risk prevention.

-Which are the advantages for your company for tutoring practice students?

Basically, getting to know the technical and personal skills of the student, prior to a 
possible contract. We also introduce aspects to improve the technical training of the 
student, which we’ll later comment with the tutor.

-How do you establish coordination with the school’s WEP tutor?

An initial visit, to assign the student’s profile, a middle visit of the tutor to the company, 
and a final visit to evaluate the whole formative period. During the practice, the contact 
is made via mail or telephone; we also have a web platform (SAO FCT) where the 
company and the school can check the student’s progress.



- Which are the most important aspects, in your opinion, that make the practices 
satisfactory both for the learning process of the student and for the company or 
institution where they are carried out?

It is of the upmost importance that the student shows a positive attitude, human values, 
and a capacity to learn.

-What do you take into account for the assessment of students?

His technical and human skills during the formative period.

-Please, explain us an ordinary day in the life of a practice student.

The student lives together with the staff. The company tutor explains him the tasks or 
just explains him the different processes to be done, accompanied by his assigned tutor.

We try to match the technical knowledge acquired at school with the practical one at the 
company.

- Which improvement suggestions for the management of WEPs would you put forward?

It should be more flexible and it should be able to be done in non academic periods, 
more like the working schedules at the company.



Hi Inma.

We are sending you the questions of the meeting. We apologize for  being so late, but 
we haven’t had much time this week, with our classes and the assessment reunions.

Questions of the head of department/VT coordinator:

Which criteria do you follow to select the companies where students carry out their 
WEPs?

- Once we know the profiles of the companies and the students, the job is to 
match them in the best possible way. We also take into account, as the 
students don’t get any grants, that the company is as near as possible to the 
students’ homes or that they have a reasonable public transport alternative. If 
there is a “draw” between two students, those with better marks will have a 
priority to choose.

What is the role of the head of department in the planning, managing and evaluation of 
the WEP?

- The head of the WEP Department is in charge of the coordination of all the 
WEP Tutors in the different VT Cycles, and as the documentation, in paper, 
has to be sent to the educational authority and to the inspection, he is the one 
who compiles all of it, prepares the briefs and sends them.

- At the end of the course, he prepares the final report, where it must be 
specified the amount of WEPs done, working hours, job placements, 
satisfaction interviews to students and companies, etc.

How are students informed of the selection of companies for the WEPs? Which 
information are they given? Which criteria are used to assign students a company and 
which is the order?

- This question has been answered in the first one.



Which are in your opinion the most important aspects for the success of the WEPs, both 
in terms of the educational process of the student and for the company or institution 
where they are carried out?

- Provided that we’ve known the companies we cooperate with for many 
years, we know all about their characteristics, needs and reliability. Students 
that get to their WEPs have passed all their VT modules and been with us for 
two years, except in the sanitary cycle: Auxiliary Infirmary Cares, which 
lasts one year. Students are very motivated, they like their VT cycle and they 
are aware that this is their first contact with a company of the sector, so they 
must project a good image and level if they want to have a real chance to get 
their first job contract.

- Due to all these factors, the level of satisfaction, both of companies and 
students, is very high.

Do you count on the cooperation of city councils, business associations, trade unions or 
other institutions for the organization of WEPs?

- Sometimes, students of the intermediate Computing and Administrative 
Management VT cycles have done their practices in a city council, and 
they’ve been happy with it; but the possibility of getting a job contract there 
is very scarce or almost impossible.

Do you think the offer of VT cycles matches the needs of companies in the area?
- Yes

Which improvement suggestions would you give to improve the management of WEPs?

- Provided that all the paper work for the necessary documents is done online, 
on the SAO platform, so everything is “in the cloud”, a digital signature or 
an equivalent method should be implemented to avoid unnecessary paper 
work. Sometimes, depending on the procedures of the companies, papers go 
to the central headquarters in Madrid, so documents go from one place to 
another without a real need for it.

- It would be very good if all the documents for Dual VT could also be done 
through the SAO platform, or a similar one.

Questions for the WEP Tutor

How do you establish coordination with the company Instructor?

- There is a preliminary visit to the company for an introduction and to 
comment on the school’s educational project. We also evaluate the company 
to be able to choose later the appropriate students for it.

How do you do a follow-up of your students during their practice period?



- Once a month, we drop at the company and have an interview with the 
instructor and the student, to value the two visions of the process. We also 
have a phone follow up. Visits to companies depend on the profile of the 
student: it is not the same to supervise a basic VT student or an upper VT 
one. 

Which is, in your opinion, the most important phase in the process of management of 
WEPs?

- Individualized supervision of students at school and at the WEP company.

Which are the most important aspects, in your opinion, that make the practices 
satisfactory both for the learning process of the student and for the company or 
institution where they are carried out?

- Follow-up, as sometimes you have to do a mediation role between the 
company and the student.

Which improvement suggestions for the management of WEPs would you put forward?

- As for the management, to implement a digital signature to avoid paper 
work.

- Transport grants for students.

- A legal change so companies can grant students during their WEPs.

- Pay tutors’ transport to companies.


