
 

 

 
 

 

                    
 
 
 
 
 
 
 
Dear Student 

 
Work Experience for Year 12 – Monday 10th July to Friday 14th July 2023 
 

 What is Work Experience? 
 
By the time you reach key stage 4 most of you were probably thinking about what you will do as a 
career when you leave school. To help you understand what it is like ‘to go to work’ and what career 
may be right for you, all students in the UK are required to undergo a planned period of work 
experience.  A work experience placement is when you go to work for a firm for a short period of time 
(one week) without pay. This can be virtual or face to face. It can be one placement of a week or 
several placements in that week. Your work experience will be in the week commencing Monday 10th 
July 2022 (the penultimate week of the summer term).  In view of the fact that every year all students 
in the UK need to undertake a work experience placement, usually in June or July and the move to 
shorter working weeks, there is considerable competition to find the best placements. It is therefore 
vital that you start looking now. 
 

 What do I need to do? 
 
In order to ensure you secure a suitable placement you need to give as much energy and thought as 
possible to the following: 
 
1. Think carefully about what you may like to do when you leave school or university (you don’t need 

a definite career in mind, just a vague idea). This should give you an idea of the type of 
occupational area or profession appropriate for your work experience. 

 
2. Having decided on the occupation you would like to undertake you now need to find a suitable firm 

who are willing and able to take you for your work experience. To find the suitable organisation 
you can use personal contacts (parents, family, friends) or consult Mrs Humphryes/Mrs Blackie, the 
School’s Work Experience Co-ordinators or myself.  Then you need to either write, or e-mail or 
phone the firm and ask them if they are prepared to take you. 

  
3. Once you have found an organisation and they have agreed to take you, give the details to Mrs 

Humphryes or Mrs Blackie (The school have a form that you need to complete). Forms should be 
returned to Mrs Humphryes by Friday 31st March 2023. 

 

 What does the school provide? 
 
1. Mrs Humphryes, Mrs Blackie and I are always available for help and advice on possible placements. 
2. We will be running form time sessions on how to go about getting a placement.  
3. Sometimes firms offer the school placements and details of these are placed in the sixth form 

newsletter, with copies on the noticeboards in the Legacy building and the Lecture Theatre. 
4. Once you have found a placement we will give you a form advising the employer that you are 

authorised to participate in the work experience placement. 
5. We will carry out the necessary statutory checks on the firm you have chosen. 
6. Nearer the date of the actual work experience you will be thoroughly briefed on what to expect 

from the week including health and safety – to help you get the most out of the experience. 
7. During the work experience we will contact you and the firm to check everything is going well. 
8. After the work experience you will have a debriefing session to see what you have learnt from the 

experience. 
 
 



 

 

 
 
 
Remember: the work experience placement is a compulsory part of your Year 12 studies.  It is 
important that you begin the process now since all other secondary school pupils in the country will, 
at some time or other, be seeking a placement. Start early and get a place of your choice. 
 
Yours sincerely 
 
 
 
 
Mrs H Everett 
Head of Business, Enterprise and Social Studies Faculty 

 


