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INTRODUCTION 

Experiences of the workplace forms a part of the Year 10 Curriculum, and all students are 

expected to complete one week of unpaid work experience with an employer to learn about a job 

or an industry.  Students are required to find a placement for their week of work commencing 

Monday 20th May 2024.  

Talking to your child about the benefits of work experience can help them to understand how 

useful it can be. Work experience: 

 gives insight into the skills required for a particular job 

 is an opportunity to test out a job to see if your child really likes it 

 can broaden their knowledge of jobs they have never considered 

 will increase their awareness of their own skills and strengths and build confidence   

 helps them understand how the subjects they study in school link to certain jobs 

 gives insight into what the world of work is really like and employers' expectations 

 can increase their motivation to do well in school 

 puts them in contact with potential employers 

 can give them useful experience for their CV and provide referees 

 helps them appreciate the skills needed to succeed in a job 

 

SKILLS IN DEMAND 

There are job opportunities across all occupational areas but there is higher demand for jobs in 

science, technology, engineering and mathematics (STEM). 

 

If your child’s strengths relate to STEM subjects, they may benefit from taking part in work 

experience linked to that area. 

 

FINDING A PLACEMENT  

As part of work experience students must take the responsibility to find their own work placement. 

This teaches essential skills needed for the future once leaving school. Writing letters of 

application, attending interviews, travel/transport and meal arrangements are some of the things 

that will have to be considered.  

To help your child get the most from their placement, talk to them about possible jobs they are 
most interested in, and the skills they already have.  Xello is a good platform to use for this as it 
will suggest careers based on questions answered about interest and skills.  Further information 
on this is on page 21. 

A relative or family friend may be able to help to secure a placement at his or her own place of 
work. It is advisable though for students to be placed in a different department so that they can 
achieve the full benefit from meeting new people and acting independently.  It is an idea to select 
several companies to approach, as not all will prove successful.  

You can further support your child with identifying a suitable work experience placement by:  

 talking to them about subjects they like and dislike 

 use the Careers Service webpage or Xello to generate job ideas 

 encourage them to start their search for a placement early 

 rehearse telephone calls they may need to make to an employer 

 proofread emails they send to employers 

 think about the location of the placement and how they will get there 
 

 



4 
 

WHAT TYPE OF COMPANY TO CONSIDER  

The scheme’s success obviously depends greatly on the goodwill and co-operation of employers 
as well as the spirit in which the young person takes part. It should be appreciated that the 
scheme involves some considerable extra work for staff of the organisations involved. 

Carefully consider the type of placement that would be best suited. Ideally it should be a job that 
might be of interest but does not necessarily have to be something students want to do when 
leaving school. The emphasis is on experiencing the world of work in its widest sense.  
 
 

THE ROLE OF THE EMPLOYER 

By taking part in work experience, the employer will gain the opportunity to help shape their future 
workforce, promote their company and can allow employees to develop their own supervisory 
skills. 

 
Employers should aim to: 

 give students an induction to help them understand the nature of the business 

 explain what will be expected of them during their work placement 

 explain health and safety requirements for the company 

 identify a supervisor/trainer to oversee students work during the placement 

 give feedback to the student at the end of the placement 
 

 

SECURING A PLACEMENT  

As soon as you have a placement, complete the following forms and return to Mrs Bishop before 
the deadline of 19th February 2024: 
 

To be completed by Parent/Carer 
 Parental Consent, Medical & SEND Awareness – online form.  See letter for link/QR code 

 

To be completed by the Employer 
 Employer’s Pro-forma 

 Employer’s Risk Assessment 

 Employer’s Liability Insurance (photocopy or photograph of certificate) 

 

Mrs Bishop will then get in touch with the company to confirm the details of the 
placement. 
 
Email: cbishop@woodrush.org Tel: 01564 823777 
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HEALTH AND SAFETY  

The Health & Safety Executive has relaxed legislation so that schools can complete their own 
health and safety checks unless there is considered to be a high risk in terms of the nature of the 
placement or the needs/circumstance of the young person, where they may wish to enlist the 
expertise of a third party. It has always been the case that when a young person is on work 
experience he/she is classed as an employee and will be treated no differently from any other 
young person employed.  

We ensure that all placements provide us with their insurance details and risk assessments. If we 
have any concerns about a particular placement we call upon external Regulatory/Governance 
Services to carry out a risk assessment. A placement must be approved before a student can 
attend. If a placement is not approved then the student will be informed and they will have to go 
through the process of finding another placement.  

When choosing your work placement, you need to consider:  

 Students will not be allowed to work in placements deemed as a high-risk environment e.g. 
building sites – see further notes on prohibitions below 

 Placements must be within the UK and ideally be local. 

 The young workers directive states that students should not be asked to work more than a 
standard eight-hour day (maximum 40 hours a week), and not before the hours of 6am or 
after 10pm.  

 

Prohibitions for children under the age of 16 

There are certain activities, which a Work Experience student is prohibited from 
undertaking 

Use of machinery or equipment which may be dangerous for new or young workers to operate, 
handling hazardous chemicals, firing equipment/arms, driving of any sort, riding in an open trailer 
or working above 2 metres in height. Students should only observe working practices from a safe 
distance where prohibited activities are within the placement location. It is also recommended that 
students should not work on unstable flooring/platforms and when being transported in a vehicle, 
whether with a group or lone driver, seatbelts should be worn by the student and employers should 
ensure the car is road worthy with valid vehicle documents and insurers are aware of students on 
work experience. In addition, any students working with animals should be supervised at all times 
and those students riding animals should be assessed by the provider for experience and 
competence prior to agreeing any such activity and any inexperienced student should not be 
allowed to participate. 

 
 
It is important that the employer is made aware of any medical factors which might affect 
the Health, Safety and Welfare of the student and which may need to be taken into 
consideration by the employer for risk assessment purposes.  
 

More information can be found at: 
https://www.hse.gov.uk/young-workers/employer/work-experience.htm 

 

https://www.hse.gov.uk/young-workers/employer/work-experience.htm
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CONTACTING A COMPANY  

Once you have identified where you would like to go for your work experience, you will then need 
the address and telephone number, which can be found online.  Students should make contact 
with their chosen company using one of the following methods:  

 Visit to their premises 
 Write a letter 
 Make a telephone call 
 Ask a relative 
 Email 

VISIT TO PREMISES  

If you do decide to drop in to the shop or office etc. then it may be a good idea to take a copy of 
your CV and a letter of application as you may not be able to see the person in charge and you can 
leave your relevant details so that you are not forgotten. Also, in order to help make an impression 
it would be a good idea to present yourself in your school uniform.  
 

WRITE A LETTER OR EMAIL  

It is always a good idea to telephone the company first to find out if they offer work experience and 
who the contact person would be.  If you choose to send a letter or email (see page 13), state why 
you have chosen this company. For example, you may be interested in them as a future career or 
you would like the chance to learn new skills. Ideally you should enclose/attach your CV with the 
letter or email too (see page 14).  
 
Not all companies reply straight away; it is therefore worth chasing the company after a week has 
passed. Give them a call to check that they have received the letter or email and see if they have 
made a decision.  Remember do not sit and wait for a response from one employer; several 
applications need to be made. Also please do not be put off if you are rejected on a few occasions, 
as there are a number of other students applying too. Keep persevering!  
 

MAKE A TELEPHONE CALL 

If you approach a company by telephone to ask if they take students for work experience, you may 
find that they ask you to apply in writing. If so, then follow the instructions above.  Be clear in what 
you need to ask and have a pen and paper ready. They may tell you that you need to call someone 
else or they may invite you or an informal interview, so you will need to be prepared to write this 
down. 
 

CURRICULUM VITAE  

Curriculum Vitae or CV is derived from ancient Latin meaning one’s ‘‘course of life’’.  Essentially it 
is a written description of your work experience, educational background and skills.  When applying 
for a job or a college place you will need to produce a CV to promote yourself. The CV should 
never be more than 2 pages long and must be typed on single sided paper. Obviously as a Year 
10 student you will not have a lot of information to include but you can still put together a good 
document (see page 14). 
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EXAMPLE LETTER 

[Your Name] 

[ Address ] 

[Contact Person’s name] 

[Company Address ] 

 

[Today’s Date] 

 

Dear Sir/Madam,  

 

Re: Work Experience Monday 20th May – Friday 24th May 2024 

  

I am a Year 10 student at Woodrush High School, Wythall. The school has a 
work experience programme and I am writing to enquire about the possibility 

of a placement with you at your company on the above dates when I will be 

aged 14/15.  

 

(New paragraph) Write about the subjects you are studying and your  

interests.  

 

(Next paragraph) I would really like the opportunity to experience working 
within your company. [Explain the reason why you want to work in that 

company] 

 

I very much hope that you are able to offer me a placement.  

 

Please find enclosed a copy of my CV for your information and I look forward 

to hearing from you soon.  

 

Yours faithfully [if addressed to Sir/Madam] 

Yours sincerely ([f addressed to the name of the person] 
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[Your name] 

EXAMPLE CV 

Fred Jones 
23 Shawhurst Lane 

Wythall B47 5JW 

Tel Number:               Mobile: 

E-mail: 
 

Personal Profile:  
I am a Year 10 student currently studying for my GCSE’s. I am hardworking, 

confident and ambitious and participate in a wide range of  
hobbies. I enjoy many art forms in particular design and drawing and looking 

to pursue a career in graphic design 
 

Education & Qualifications:  
Woodrush High School – From Sept 2020 – to date 

Subjects: predicted grades if known otherwise, show the subjects you are studying: 

Physics  
Chemistry  

Biology 
Graphic Design 

History 
Computer Science 

Music 
Maths  

English 
Religious Education  

 
Work Experience/Employment: 

 March 2020 – To date  
 Newspaper delivery - duties include sorting newspapers and delivery to 

customers  

 
Additional information/Achievements:  
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 2019 to date – Member of a lifesaving club - achieving Survive & Save 

Bronze Medallion & CPR 
 Grade 2 Drums (currently studying Grade 6) 

 
Hobbies/Interests:  

 Playing the drums. I have performed at in school performances, and at 
local community events 

 Drawing & design using Google SketchUp to create 3D images and use of 
Serif DrawPlus X5 and also observational drawing using pencil and fine 

liners 
 

References: Available on request 
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MAKING FINAL PREPARATIONS 

At least two weeks before you are due to start, contact the company and confirm the following:  

 Remind them who you are and confirm that you are still going there?  

 Hours of work and meal arrangements 

 The clothing requirements and dress code 

 Who to report to on the first day?  

 Carefully read through your logbook that will be provided through school. 
 

Please also stress the importance of both Health and Safety in a work place and of mature conduct and 
behaviour during the placement. 
 

Useful Tips 

As a parent or guardian, you will want to make sure that your son or daughter will get the most out of 
their work experience. The following tips will help you to support them: 

 Ensure they plan their travel to and from placement and how long it takes to get there to 
ensure punctuality 

 As work days are often longer than school days, make sure they have a good night’s sleep 

 Talk to them on a daily basis about their experiences.  Ask how their placement is going, 
and encourage them to try harder with tasks they enjoy. Suggest that they make time to 
chat with people who are working in the type of job they've enjoyed shadowing 

 Remind them to record in their daily log book what they are doing on work experience 

 If your child isn't enjoying their placement, help them to stay positive by focusing on the 
new skills they are developing. A placement can develop transferable employability skills 
and build contacts and references for future applications. 
 

DURING THE PLACEMENT  

Before you go you will be given a logbook to complete whilst on placement.  

What employers will expect from you  

 100% Attendance. 
 Punctuality – be on time, every day. 
 High standards of manners and politeness. 
 Wear appropriate clothing for the company you are placed with. 
 A willingness to contribute fully as a member of a team in order to accomplish that team's 

set of tasks.  
 A willingness to listen to instructions, carry them out or if necessary ask for them to be 

repeated (if you don't understand then say so!)  
 Follow company rules at all times - If in doubt about anything ask someone. 
 Let your employer/supervisor have a look at your log book and ask them to complete any 

relevant sections for you. 
 If asked to carry out anything that you consider to be dangerous you MUST let the school 

know. The result could be that the school deems it necessary to pull you out of the work 
experience placement and normal school (in uniform and attending lessons) will resume.  

 Utilise the placement programme as fully as possible to gain knowledge and enhance 
personal skills and development.  

 If you are off sick you should telephone both the school and your work experience 
placement.  

 Keep yourself safe - If you are worried about anything, please call the school.  

Sometime during the week someone from school will either phone or 
drop in to see how you are getting on. 
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IMPORTANT DATES TO REMEMBER  

 

In November/December  

 Write letters of application. 
 Put together a CV.  
 Contact as many companies as possible to see if they can offer you a work experience 

placement.  
 

By Feb Half Term 

 Once you have confirmation you have secured a place, complete the online parental 
consent forms, and return the completed green Employer Pro-former placement paperwork 
to Mrs Bishop, Careers Co-ordinator.  

 

April/May 

 Receive student logbook, read and complete sections before you go on placement 
 Attend health & safety briefing in school assembly 

 

Two weeks prior to your Placement  

 See page 17 – Before you Go section  

 

What to do when it is all over  

 Remember to say thank you.  
 Ensure all sections of the logbook are completed 
 Discuss what you have learned from the experience and whether it has changed their plans 
 Ensure they get a reference from the employer if applicable  

 Write a letter to thank the employer, and include what parts of the work experience you 

enjoyed.  Apart from being good practice, this encourages the employer to take future work 

experience and continue to assist with education in schools, as well as being a possible 

reference for the future.  See example template on next page 

 

REMEMBER  

Work experience should not just be completed in Year 10; this is only the beginning of your work 
experience portfolio, and you should continue to build on this throughout your education. 
Employers increasingly expect job applicants to have relevant experience, employability skills, and 
good qualifications. Volunteering and part time jobs will also help you gain experience and 
employability skills. 
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EXAMPLE THANK YOU LETTER 

Use this template to write a personal letter to the employer. You might find it helpful to look 
back at your daily diary to reflect back on what you learnt.  

You could send the letter by post or by email. 

 

[Your Name] 

[ Address ] 

[Contact Person’s name] 

[Company Address ] 

 

[Today’s Date] 

 

Dear [name of employer/supervisor] 

Re: Work Experience Monday 20th May – Friday 24th May 2024 

  

Thank you for allowing me to spend a week at [company name] in [month of 
placement].  

I enjoyed working in [name of department/office/location] with [names of people you 
worked with]  I found it really useful to be in a real workplace; the most important 
thing I learnt was [insert what you think was your most important lesson].  This will 
help me prepare for the world of work by [insert your reasons for this being an 
important lesson]  

The placement also helped me to realise that I have good skills in [name your strongest 
skills] and that I can do more to develop my skills in [name the skills you’re going to 
improve]  

Thank you for taking the time to organise my placement and [add anything else you 
particularly want to thank them for, e.g. taking you out for lunch/showing you around 
on your first day]. 

 

Yours sincerely, 

 

 

[Your name] 
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Introducing Xello 

An online careers platform to help you personalize your plans for the future. 

 

 

 

To log into Xello go to Xello Login and use your school email address as 
your username and password is your 8 digit DOB (e.g. 12112007) 

 

Or you should be able to access via single sign on – via schools Microsoft 365, 
if you can't see the logo, search in the toolbar at the top 

 

 

 

 

Xello is available to students to use from home. Please explore careers 

that are on there and support your child through getting the right work 
experience placement for them. 

https://login.xello.co.uk/
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