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Bradon Forest School


WORK EXPERIENCE BOOKLET


INFORMATION FOR STUDENTS





INTRODUCTION

Work experience is when a student spends time in an adult working environment carrying out tasks and duties, as an employee would, but with the emphasis on learning about the world of work.

The placement will not necessarily reflect the eventual career choice of the student but should allow a broad experience of the world of work and an opportunity to develop skills for the future.

Some of you may feel as though you have already experienced this through part-time employment or weekend work.  If this is the case, your work experience will give you the chance to experience something new and different.

In this booklet, you will find a lot of information which will help you, so please ensure that you read through the whole booklet and refer to it when you need to.

When searching for a placement, be aware that other students, not just from our school, are also seeking placements, so don’t leave it too long to apply.  You should avoid asking a parent or guardian to apply on your behalf where possible. Research shows that employers are more likely to take a student on a placement if the student has approached the employer themselves.

You will need to think about how you are going to approach the company and make sure your application stands out from the crowd with a well written email, detailing why you are interested in their organisation and what you might have to offer.  You could also pop in in-person to speak to someone directly about a placement. It would be good to research the organisation online to demonstrate your interest in gaining a placement.

When a placement provider agrees to take you for your placement, you should send them a thank you letter or email.  This will show you are polite, keen and enthusiastic and it will help to make a good impression before you have even started!

Remember, placement providers do not have to offer you a placement, they are taking their time to show you what it is like to be in the world of work.  You will come away with valuable work experience which can be added to your CV.
Above all, enjoy the experience!
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WHY GO ON WORK EXPERIENCE?


WHERE DO YOU START?
1. Firstly, you need to think about what sort of environment you want to experience. 
For example: magistrate’s court, office, primary school, warehouse, outdoor setting.

2. Think about what type of work interests you.
For example: nursing, retail, practical work, childcare, office based, hospitality.

3. Discuss your placement ideas with your parent/guardian so they can give you advice, support and guidance.


Here are just some examples of work experience places to consider:
	Solicitors

	Estate Agents
	Recruitment Agency
	Banks/Insurance

	Pharmacy
	Doctors’ surgery
	Dental practice
	Medical offices


	Production company
	Local Radio 
	Equine Centre
	Farm/Animal sanctuary

	Beauty Salon
	Hairdressers
	Hotel/Leisure Centre
	Restaurants

	Primary Schools
	Nurseries
	Offices 
(various depts)
	Automotive 

	Local council/parish
	Landscapers
	Construction 
	Large/Local organisations




WHAT WILL YOU BE DOING?

You will need to bear in mind that the level of duties given to work experience students from 14-16 years of age can be restricted due to timescale and lack of previous experience or training. 

There will be a limit in some areas of work as to what you can do from a health and safety aspect.  The duties that you carry out will vary depending on the area of work you choose.  

You will be expected to work normal business hours for the placements you are attending, so if a business starts at 9am and finishes at 5pm, these are the hours they are likely to expect you to work.
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For further information on placements, have a look at the 
‘Success At School’ website where you will find lots of useful information on finding the perfect placement. From the main page, click on ‘Advice’ and ‘Work Experience’.

https://successatschool.org/advicedetails/506/Work-Experience-Ideas 
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SEARCHING FOR A PLACEMENT

· Just like searching for a real job, you might have to approach more than one placement provider, so don’t leave it until the last minute.  

· Don’t get disheartened if the first ones you contact say no.  It may be that they have already filled their posts for the year or are unable to offer a placement in the week you are asking for, due to business needs.

· Consider how you are going to get a placement before you approach a company.  You are responsible for organising your own transport to and from the placement.  Look at bus timetables, trains, walking or ask your parent/carer if they can take you.

· Ask family/relatives if they can help find a placement.  They may have useful connections.

· Call into companies, email, phone and approach local businesses.  

· Use search engines like Google to search for ‘work experience placements near me’
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QUESTIONS A PLACEMENT MIGHT ASK YOU…

When contacting companies for a placement, you are likely to be asked some questions.  Below is an example of some questions you may be asked:

· Why do you want to do work experience with us?
· What do you hope to learn from your placement here?
· What skills and qualities can you bring to the placement?
· Why might you be the right student for this placement?
· What are your hobbies and interests?
· What are you good at?
· What subjects do you enjoy at school?

Before you contact a company, think about what your answers would be if you were asked any of the above.  That way you will be prepared.


MAKING CONTACT
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You can make contact via email, by phone, by sending a letter or in person.

In a large company, it is best to contact the Human Resources (HR) Department or the department you are interested in spending your placement.  In smaller companies, you will usually need to contact the Manager/Director/Owner.

Here are some pointers on the information useful to have written down before searching for your own placement:
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BY PHONE

· Write down what you want to say
· Have a pen/paper in front of you
· Introduce yourself ‘Hello, my name is…...from Bradon Forest School and I am looking for a work experience placement. Can I speak to the HR Team please?’
· Know the dates for work experience week 
· Say why you are interested in the company you are contacting
· Ask for the name and address of where you need to send your (PINK) placement form for them to read, complete, sign and return to you
· Be positive, polite and clear
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BY LETTER OR EMAIL

· In this booklet, you will find an example letter for you to use if you are emailing or writing to a company
· If you do not know what the name of the person in charge of work experience is, address the letter:  Dear Sir/Madam (and end with Yours faithfully)
· Make sure you include your contact details and email address in all correspondence
· If you make contact via email, you will need to send a copy of the work experience placement form.
· Be polite and clear in your email and remember ‘first impressions count’
· If you haven’t heard from the company within two weeks, give them a call or send another letter/email. 


SUGGESTED OUTLINE FOR A LETTER OR EMAIL:

If you are sending an email and don’t have an individual’s name or email address at the company, you will need to start with ‘Dear Sir/Madam’, or you can use ‘To whom it may concern’.

If sending a letter, it can be handwritten or typed on the computer.  Ideally it should be no more than one side of A4 paper.

REMEMBER – This is the first contact you have with a placement provider, and you therefore want to create a good impression, so check that the following are correct:

· Presentation and layout
· Spelling/grammar
· Company name and address
· The right dates for work experience are clearly given
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WHAT DO YOU NEED TO DO NOW?
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Use the below list to tick off completed tasks:

· Make sure that you have read through this booklet carefully and discuss your work experience with your parent/carer.


· Return the Work Experience Data Form (YELLOW) to the Progression Office as soon as possible and before confirming a placement.


· Search for your placement 
(once a placement has been found, let them know you will send your WEX Pink form to them – see below)


· Send the company you are applying to, the work experience placement form (PINK) for completion.  If they haven’t returned this form back to you within two weeks, contact them to chase. You and your parent/carer then both need to sign the form.


· Return the completed work experience placement form (PINK) to the Progression Office as soon as you have secured your placement. 



IMPORTANT INFORMATION:
PLEASE ENSURE FORMS ARE HANDED IN ON TIME SO THAT HEALTH & SAFETY, RISK ASSESMENTS AND INSURANCE CHECKS CAN BE CARRIED OUT.


AND FINALLY…..SOME ADVICE
Have patience.  If the first company can’t take you, try another one

Don’t leave it until the last minute to find a placement

[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]Try not to be nervous.  Be confident, polite, dress smartly – first impressions count
Work out how to get there when deciding on your placement

GOOD LUCK WITH YOUR SEARCH!
Got a question about WEX? Pop into the Progression Office (Main Block, Top floor, next to E8)
Research the company to find out what they do before approaching them


To understand what is expected of a worker


To use some skills learnt in school


To see how an organisation works


Learn about issues that might arise in the workplace


Become more confident in your abilities


Work alongside adults as part of a team
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