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“One goal that I achieved during 
work experience was to gain 
more confidence when talking to 
people I do not know.” Rachel 

Lucy “I am proud of myself for going out there and 
enjoying my time!” 

“I have experienced what 
work is like and learnt new 
skills which will help me in 
the future.” Abbie 
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 Work experience is an integral part of 
the school curriculum for all students - 
it is not about training for a particular 
job, but should be an interesting and 
stimulating period for a student to 
gain an insight into employment.  

 To acquire employability skills. Any 
work experience, irrespective of the 
occupation, will provide your child 
with the opportunity to acquire 
transferable personal skills that will be 
useful for the rest of their working life. 

 To develop self awareness and 
confidence. 

 Work experience gives a valuable 
insight into the skills needed for a 
particular job. 

Why is my child doing work experience? 

 It is an opportunity to test out an area 
of employment that they are interested 
in to see if they really like it. 

 It gives an insight into what the world 
of work is really like. 

 It prepares them for 
adult life and making the 
transition from school to 
work. 

 Students will learn to 
communicate with 
people older than 
themselves and help 
them gain confidence 
and maturity. 
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How can I help my child find a placement ? 

 It is always worth asking the school 
coordinator for contact names if she 
has worked with a particular company 
in the past. (See contact details on 
back cover.) 

 Friends with good contacts are always 
worth approaching. Sometimes it’s 
not what you know, but who you 
know that counts. 

 Remember, whilst you can support 
your child in this process, the school do 
encourage the student to write letters 
or telephone prospective workplaces 
themselves in order to ask. It is 
character building and will stand them 
in good stead for finding a real 
job. 

 It is a good idea to send/attach a 
CV with a letter/email. 

 Some employers prefer to deal with 
the school, rather than directly with 
students or parents. These include all 
local primary schools and some 
businesses, such as vets, where there 
is a lot of competition for one 
placement. If your child wants to 
work in a primary school, the 
coordinator will arrange it, but it will 
not be at the school they attended. 

 The earlier you find a placement, 
the better, as all employers have to 
be visited to ensure all placements 
meet health & safety and 
safeguarding standards. 
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Things to consider when choosing/finding a placement 

 The careers your child is currently 
considering 

 What is important to them in a job? 
For example, working with people/
animals/computers and which 
environment they would like 
(outdoors, shop, hospital, office, lab). 

 Be prepared to receive a few refusals. 
Local businesses could get a number 
of requests from a number of schools 
so it could be ‘first come, first served’. 

 Check that the employer will be able 
to provide a range of experiences. 
Filing every day is not very 
stimulating, but remember that most 
jobs involve a lot of training. A 
student in a salon, for example, won’t 
be allowed to cut hair! 

 Consider transport implications. What 
are the travel costs? How they will get 
to their placement? This side of work 
experience is up to you and the 
placement should be somewhere that 
your child can realistically travel to. 
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What help will the school give? 

 Students will fill in a ‘preference 
sheet’ at the start of year 10. This 
gives the coordinator some idea of 
what students would like to do. 
These preferences can be changed at 
any time before the placement. 

 Most Year 10 students will have 
written a CV at the end of Year 9. The 
coordinator will check all of these 
and help any student who needs to 
write a CV or has written one that 
needs a little work. 

 Parents are able to access a 
presentation on the school website 
which clearly explains the process and 
gives the necessary dates and 
deadlines. 

 The coordinator is always happy to 
receive emails or phone calls from 
parents. 

 Students have the opportunity to 
speak with the school coordinator 
every break and lunchtime  (in the 
Careers Office) to receive advice and 
help with the application process. 

 An assembly on interviews will be 
given to point out the best (and worst) 
ways for students to conduct them-
selves when meeting employers for 
the first time. 

 All students will be issued with job 
descriptions detailing their hours of 
work and other relevant information. 
Students will be expected to work the 
hours shown, which can be longer or 
shorter than normal school hours. 

 Health and safety will be addressed by 
the school during a year 10 assembly 
prior to placements commencing. It is 
the student’s responsibility to follow 
the company’s regulations when on 
placement. 

Work Experience Co-ordinator:   

Mrs D Carpenter 

 
01480 375400 
dcarpenter@stivoschool.org 
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What happens when my child is offered a placement? 

 If the placement provider is unknown 
to the school, a student’s own 
placement form (known as the blue 
form) will be filled out. This gives the 
coordinator basic information in order 
to carry out a health and safety check 
and ensure that the correct insurance 
is in place. This form is not required for 
providers already on the school 
database. 

Blue and Yellow forms can be collected from 
Mrs Carpenter  in the Careers Office at  break 
and lunchtimes. 

 A four way agreement form (known 
as the yellow form) is signed by a 
parent/carer, the student, the 
employer and finally, the coordinator.  
This form must be with the 
coordinator before the placement can 
commence, as the employer’s 
insurance will be invalid without it 
and your child may not be covered in 
case of accident or injury. 
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The role of employers 

 By taking part in work experience, the 
employer will gain the opportunity to 
help shape their future workforce and 
promote their company. 

 Work experience forges strong 
community links between school 
and local businesses. 

 Work experience can also provide 
an opportunity for existing 
employees to develop their own 
supervisory skills. 

 Work experience is an excellent 
recruiting ground to help companies 
find local, talented young employees/
apprentices.  
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On placement 

 The hours your child will work 
depends on the usual working hours 
of the industry where they are placed.  
Restaurants, for example, want help 
in the evenings but not mornings and 
some hairdressers will want the 
student on a Saturday and give them 
a day off during the week. Students 
will never work more than a standard 
eight hour day. 

 Students will be given a work booklet, 
which they will be expected to take 
with them daily and fill out. This 
booklet will be returned to the 
Careers Office at the end of the 
placement. 

 During the placement, a member of 
staff from the school should visit the 
employer to check on the welfare of 
the student and to monitor any health 
and safety issues. Should the 
placement be too far for a visit, then 
the person will telephone to carry out 
similar checks. 

 If your child is ill and is unable to attend 
their placement, students should contact 
the employer in the first instance to 
explain absence and advise when they 
will return. The school must also be 
informed. 

 If there are any issues about the 
placement that worry you, please call or 
email the coordinator for advice. 
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How can I help them through the two weeks? 

As a parent or carer, 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 that they arrive at their 
placement on time 

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

 Talk to them on a daily basis about 
their experiences 

 Remind them to keep filling in the 
work booklet provided by the 
school. This log will help them to 
write their summary statement and 
update their CV. 

 If your child is not enjoying their 
placement, help them to stay positive 
by focusing on the new skills they are 
developing. There will always be 
opportunities for further work 
experience during holidays, at the end 
of Year 11 or during 6th Form. 

 Contact the school immediately if you 
feel your child is experiencing 
difficulties during work experience 
placement. 
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Work Experience  
Co-ordinator:  
Mrs D Carpenter 
St Ivo School:  01480 375400 

dcarpenter@stivoschool.org 

Afterwards 

Once the placement has 
finished, it’s important for your 
child to think about what they 
have learned. You may want to 
discuss the following with them; 

 What they learned from the 
experience. 

 Has it made them re-think any 
of their plans? On returning to school, the 

students will be carrying out a 
series of feedback tasks including 
writing a card to their provider, 
creating a presentation for their 
peers, updating their CVs and 
writing a summary statement 
which can be transferred directly 
to their UCAS statements during 
Year 13.  

The providers are offered the 
opportunity to suggest students 
receive certificates of merit or 
distinction in recognition of the 
students’ achievements.  Please 
ensure that your child returns his 
or her work experience booklet to 
the careers office before the end 
of term. 


