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Monday 16 May to Friday 20 May 2022

Today we will cover:
• What is work experience and why we do it
• A new look for work experience week
• Outline of the work experience week
• What happens next – what do you &/or your parents/carers need to do
• Finding a placement
• General information about work experience placements

What is work experience?
Work experience is when a student spends time on employer’s premises and carries out set
tasks, as would an employee, with an emphasis on the learning aspects.
Students can carry out most tasks on work experience, with suitable training, instruction
and supervision and managed risk and the emphasis during the placement should be on
“doing” rather than watching.
It is a chance to spend time in a professional environment, to be treated like an adult and
to learn and develop as an individual.

Why do you have work experience in year 10?
•
•
•
•
•
•

It helps you to gain an understand of what it is like to work
It gives you a chance to develop employability skills
It can help with career ideas
It can help you to make positive choices for post 16 options
It can be used on your CV or discussed at interview
It can improve your confidence

New look work experience week!
Work experience is going to look a little bit different this year
and will be made up of three key elements:

• Preparation for work
• Placement days
• Review and next steps

Why are we changing the way we do work experience?
The last two years have been different and things have changed:
• Many people now work from home
• Some companies have closed
• The care sector requires employees to be vaccinated
• Some employers now offer virtual work experience
• Some industries are having recruitment issues
• Student confidence
So we need a flexible approach!

So what will my work experience week look like?
Day of the week

What will happen

Where will I be

Day One:
Monday May 16th 2022

A day of activities to get you ready for work,
including skills development, understanding health & safety in
the workplace, how to dress and behave at work, etc.

In school

Day Two:
Tuesday May 17th 2022

You will need to find an employer who will offer you up to three
days work experience
With an employer on
Day Three:
employer premises
Wednesday May 18th
If you cannot find an employer, or travel to an employer, you
or
2022
will sign in each day online to participate in virtual work
doing virtual work
Day Four:
experience
experience either
Thursday May 19th 2022
from home or in
school
Day Five:
Friday May 20th 2022

A day of activities to review your experience and look at next
steps post 16, including presentations on sixth form, college
and apprenticeships

In school

What happens next?
Date

Action

15th November 2021

Work experience launch with year 10 students, email with information

17th November 2021

There will be a webinar for parents and students at 6pm to go through the process,
information and answer any questions

30th November 2021

Your parent will need to complete an online consent form by this date for you to participate in
work experience

November to
February

You and your parents will need to find an employer to give you work experience for Tuesday
17th May to Thursday 19th May. Add details to the placement notification form

16th February 2022

Deadline for adding employer details to the online placement notification form

April 2022

Students and employers receive placement information by email including contact details

April 2022

Students must contact employers prior to placement

29th April 2022

By this date parents must have shared any medical information with employers for risk
assessment

13th May 2022

Employers must have shared any risk information with parents

16th May 2022

Work experience week

Finding a placement
Finding your own placement is one of the best ways for you to experience the world of work, practice what it is
like to find a job and develop your research skills. It also means you can choose a placement you really want.
First you will need to do some research to decide what the placement could be

• what type of role or organization might you like
• do you know anyone who can offer you a placement
• use Google to find local companies
• Think about where you can travel to
Next you will need to contact the employer
• A named contact is best, so see if there is anyone you or your family know to approach, if not find a named
contact for the organization online
• Be clear about what is being asked for and give details such as when, how long and what you are looking for
• You can use email, telephone, or letter to ask for a placement but make sure you look (or sound) professional,
interested and polite. You may need to follow up several times to get an answer.

• If it’s a no, it’s not personal so try somewhere else!
• There is support in school

Things to consider when finding your placement:
• Parents have responsibility for travel to a placement so they will need to take you or
there must be public transport available
• Not all job roles are suitable for work experience (e.g. surgeon), so you may need to be
more realistic in your choice or what you will get to do on placement –maybe look for a
role with similar skills requirements
• Work experience in year 10 is more about learning about work then a definitive career
choice
• Some sectors are very competitive and not all will offer placements to under 18s
• Some organisations may have an application form to complete
• Some employers may only offer one or two days rather than three. If this is the case
please add this information to the placement notification form
• Employers are checked for adequate insurance and health and safety. If an employer
does not meet the school’s standard, the placement will not be authorised

Placement Notification Form
The information you will need to supply about your work experience
placement is:
• Your name and tutor group
• Name of the employer/organisation

• Contact name
• Contact email address
• Contact telephone number
• Days you have been offered (Tues/Wed/Thurs)

You will need to tick to confirm that the employer has offered you a placement
so Mrs Haines knows they will be expecting her follow up email

General information about work experience placements
All the information you should need will be emailed to you and
your parents after the assembly today and will be covered in
the webinar
The Year 10 Work Experience information for students and
parents covers:
•
•
•
•
•

Key dates
Key information - hours of work, payment, absence etc.
Things to consider when finding a placement
Health, safety and insurance
Data and safeguarding

It is important you and your parents read this information
and keep this guide to refer back to across the year

Work Experience Week

Monday 16 May to Friday 20 May 2022

ACTIONS:
• Read the information
• Talk about work experience with your parents and think of possible
employers to approach for the 3-day placement
• Log into the webinar (November 17th) to ask questions
• Notify your placement by February 16th 2022 (before if you can)
• Look out for emails about work experience
• Email Mrs Haines if you need help – h.haines@burford.oxon.sch.uk

