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Work Experience 

Work Experience is essential for students’ development of skills and attitudes required 
for the world of work and awareness of strengths and weaknesses in a work-related 
situation. The whole process is good preparation for life beyond school, whether it be 
in support of a university application or grounding for future employment.  

Our main aim is to give Year 12 students an insight into working life and to give them 
the opportunity to work alongside adults, undertake new tasks and develop their self-
confidence.  
 
How can I find my own work placement? 
Begin by thinking about then discussing with your parents or tutor what you want to 
do on work experience. You don't necessarily have to choose something that you 
want to do as a job when you leave school. The aim is for you to experience life in 
an adult workplace. It might even be an advantage to do something different.  
 
How can I find my own work placement? 
If your parents know someone in that line of work that could be a useful way of 
getting a placement. Alternatively look at the list of approved placements provided 
by the Work Experience Co-ordinator at your school and see if there is anything 
suitable.  
If not, why not search for your own placement?  
 
How to get contact details for a company:  
Having decided what sort of company you are looking for, you can find contact 
details in a number of places:  
• Use a search engine like Google to do a search on the internet using search 
phrases that include the location or postcode.  
 
• Think about local companies that you know that you could contact and look them 
up on the internet.  
 
• Search the Work Experience Support Services database. Your username and 
password can be found on the front of this booklet.  
 
How to contact a company  
There are various ways to contact a company:  
• in person  
• by phone  
• by letter or email  
 
In a large company you are best to contact the Human Resources department. In 
a smaller company you will usually need to write to the Manager.  
If it is a local shop that you are interested in working at then it might be a good 
idea to go along in person when the shop isn't very busy and enquire about a 



placement and hand in a letter. It is best to contact several companies as often 
you may not receive a reply, or they make take weeks to say "no".  
Don't get disheartened by this, it is nothing personal, they are usually just very busy! 
However, because of this it is important to approach several companies so that you 
have a number of options open to you.  
The next section will give you a guide of how to write your email or letter.  
 
Suggested outline for a letter or email to ask an employer for a placement:  
If you are sending an email and don’t have an individual’s name or email address at 
the company mark your email at the beginning or in the subject line “FAO Human 
Resources” or “FAO The Manager”  
 
If you are sending a letter, draft it (see example letter) then save it as a document so 
you can use it again. Ideally it should be no longer than one side of A4 paper.  
Remember – this is the first contact you will have with an employer and you 
therefore want to create a good impression so check that the following are correct:  
 
• Presentation and layout  
• Spelling  
• Company name and address  
• That you have the right dates for your work experience 
 
What to do when you have been accepted for work experience 
Once you have received confirmation that you have been accepted you must inform 
Mrs Stubbs or Mrs Elton. They will give you a form to complete asking for details of 
the placement which will be forwarded to the Work Experience Co-ordinator.  
 
Work Experience Co-ordinator 
Mrs Nock is the Work Experience Co-ordinator. It is her responsibility to liaise with 
employers and ensure they have appropriate insurance, a safe environment and 
agree conditions of work.  
 
Work Experience Support Services 
Work Experience Support Services undertake our health, safety and insurance 
checks and have set up a database of all the placements they have visited and 
approved. Your log in code will enable you to do ‘job’ searches. The database 
provides information about the employer, possible duties and contact details so you 
can apply.  
 

Dates of work experience:            8th – 12th July 2019 
Deadline for sorting your work experience: 15th February 2019 

Start researching now!!  



Guide to Writing your Letter or Email  
 
Person’s Name or HR Dept or The Manager     Your name  
Name and address of the Company      Your home address  

 
Date  

 
 
Dear Sir/Madam (or the person’s name if you know it)  
 
Work Experience  
 
1st paragraph  
I am a student at the ……………. School and I am …. Years old. I have the 
opportunity to go on work experience for a week from …………… (give the date 
when your work experience will start) and I wondered if it would be possible for me 
to work in your company/organisation (use the correct term).  
 
2nd paragraph  
Briefly say why you want to spend a week with the company or organisation and 
what you hope to gain from the experience.  
• Ideas: you are a well-known national/local company … I would like to gain an 
insight into … I would like to pursue a career in …  
 
3rd paragraph  
Give details of the subjects you are studying – say which subjects you particularly 
enjoy and why.  
Give details of any activities or areas of responsibility you take part in at school.  
• Ideas: sport, clubs, voluntary work, etc  
 
4th paragraph  
Give details of any interests you have outside of school ie sports, part time work etc.  
 
Finish  
Finish the letter by signing off “Yours faithfully” (or “Yours sincerely” if you know the 
name of the person you are writing to).  
 

Finally sign the letter with your name printed clearly or typed underneath your 
signature. 

 

 

 

 

 



COMMITMENTS 
 

Work Experience calls for commitments from those involved in order for it to be successful.  
Employers, students and parents are of course, school all have responsibilities in this process. 
The following is brought to your attention to illustrate those commitments: - 
 
EMPLOYERS 

• Make contact with students (meet or by telephone) 
• Provide/arrange a programme for work experience designed to meet the student’s 

needs 
• Identify a member of staff to supervise the student whilst on placement 
• Record and view the student’s performance 
• Accommodate visiting school staff where requested. 
• Provide a health and safety induction for the student 
• Meet insurance and health and safety requirements before the placement proceeds 
• Help students with their transition from school to a workplace 
• Help students gain an insight into the kind of skills and attitudes required in the 

workplace. 
 
STUDENTS 

• Be punctual everyday 
• Wear appropriate clothing and footwear etc. 
• Comply with the agreed hours of work and rules and regulations of the employer 
• Inform the employer and the school of any absences during the placement period 
• Behave in a mature, responsible and professional manner 
• Establish lunch and break-time arrangements and to conform with them 
• Identify and use the most appropriate means of travel to and from the workplace 
• Contact the employer before the placement begins by telephone or (agreed) 

visit/interview to resolve any queries or questions 
• Comply with school systems to record activities e.g. diary, log book 
• Be prepared to take part in preparation and post work experience activities 

 
PARENTS 

• Consent to both the work experience programme and the proposed placement 
• Provide support and encouragement before, during and after the placement 
• Inform the school of any medical and health problems which may affect the placement 
• Ensure that the employer and school are notified in cases of absence 
• Be prepared to accept the working hours of the arranged placement  
• Be prepared to accept the need for and nature of travel to and from the placement  
• Be aware that students may not be supervised at lunchtimes and may be allowed off 

the employer’s premises.  
• To understand that work experience is unpaid and relies heavily on the goodwill of 

employers. 
 
SCHOOL 

• Committed to the use of placements offering a safe working environment with 
appropriate student supervision 

• Monitor students during the week of placement 
• Confirm that employers have current appropriate insurance cover 
• Ensure that student debriefing raises learning and awareness from both good and bad 

experiences and to encourage the work ethos. 
 

 

  



  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

TOP APPRENTICESHIP 
EMPLOYERS DECIDED BY 
APPRENTICES AND SCHOOL 
LEAVER TRAINEES. 

 



 

 

 

 

 

 

 

 

The following websites have lots of information about job profiles, careers, future job 
market, top employers, apprenticeships, volunteering and lots more. 

 

National Careers Service https://nationalcareersservice.direct.gov.uk/  

 

Start Profile https://www.startprofile.com/  

 

Barclays Lifeskills https://barclayslifeskills.com/  

 

All About School Leavers https://www.allaboutschoolleavers.co.uk/  

 

Tomorrows engineers https://www.tomorrowsengineers.org.uk/  

 

Volunteering https://do-it.org/  

 

 

 


