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Year 12 

Work Experience
All Y12 students will go out on their block work 

experience placements 

Monday 8th-Friday 19th July 2024. 

All except for Health and Social Care Extended 

National Diploma Btec students.  

H&SC Ext students will have a separate letter as they 

have a 4 week block placement 

Monday 24th June – Friday 19th July 2024



What’s The 

Point ?
•Work experience adds value to your C.V or UCAS 

application 

•It gives you an insight into real work

•Builds your employability skills.

•Helps you decide future plans.



Your Work Experience Process has already 
begun…

In Tutor time you should have completed a 

Proforma form to get you to start thinking about 

work experience.

Year 12 Work 

Experience



It is your responsibility to find your own 

placement

•It provides you with the experience of finding a job.

•Some employers may invite you for an interview – which will give you 

practice for future university or apprenticeship interviews.

•It allows you to negotiate with the employer.

Your work experience can be in any industry but ideally it will have 

some relevance the industry you might want to study or work in. 

Your Responsibility 



Many placements are secured through family and friends. 

Often students will contact a number of organisations within an industry and 

hope that some respond

In the rare occasion that neither of these options work:

a) Speak to teachers in subjects you are interested in, to arrange to complete 

your placement in school

b) Speak to a previous school or sports club, that you have a link with to see if 

you can get a placement with them

c) The careers department will notify you about various work experience 

opportunities during careers notices in tutor time

d) You may be able to secure virtual work experience. This is a fantastic 

opportunity to experience a completely different way of working, but one that 

may become more realistic.

Where to Start



The Next  

Steps…  



The Next Step…

Is your CV up to date ?

Have you written an application letter if you will be 

contacting employers you don’t know ?

Contact prospective employers.

Prepare yourself for your interview if needed.



Calls & Contacts

• Make a list of companies you would like to approach.

• If you do not know your contact, find out the most 

appropriate person within the company to approach.  

Normally the Human Resources Manager or the manager of 
the department you would like to work in

• Write a letter/email, including your CV asking if they would 

consider taking you on .

• Once a full working week has passed, follow up the 
letter/email with a phone call to make sure it has been 

received.



The Procedures

Year 12 

Work Experience
Monday 8th-Friday 19th July 2024



1. 
A Letter and Agreement Form for 

the attention of your 

parents/guardian will be distributed 

during form time. 

The 

Student/Parent 

Agreement 

Form is to be 

signed as soon 

as possible 

and returned 

to your form 

tutor or Mrs 

Utton (C53) no 

later then 

Friday 15th

December 

2023



2.

You will all be given a 

green Employer 

Information Slip.  Once 

your placement with an 

Employer has been 

confirmed, please fill in 

the Employer Information 

Sheet in full and return to 

Mrs Utton (C53).  Mrs Utton 

will then write to your 

employer to confirm your 

placement. Form to be 

returned by Monday 26th 

February 2024.



3.

Prior to your 

work 

experience 

placement in 

July, Mrs Utton 

will send out 

the Employer 

Report to all 

Employees.  

You will also 

get a copy to 

take with you.

Once your 

Work 

Experience 

Placement is 

complete, the 

Employer 

Report will be 

returned to 

you in tutor 

time.

Make sure 

you keep this 

as evidence. 



Multiple 

Placements 
You are very welcome to organise 2 

placements if you wish to experience 

alternative work placement settings.



Assistance

Should you require assistance or 

have any queries with your 

placement, we are more then 

happy to advise the best we can.

Mrs Utton/Miss Kadem in C53   Mr 

Cooke, Mr Bishop and Mrs Downey in 

the Sixth Form Team.



Careers 

Advice

If you are unsure of the industry you 

would like to complete your placement in 

and require Careers Advice,  please inform 

your form tutor and Mrs Utton can make 

sure you are put on the waiting list for 

careers advice or use the National Careers 

Service website.



https://barclayslifeskills.com/i-want-help-

applying-for-jobs/sixth-form/ 

Barclays Life Skills Youth have brilliant tools 

to help you with CV writing and 

Application Letter Writing if you need 

online/virtual support.

https://nationalcareers.service.gov.uk/careers-advice#getting-a-job 

Or as mentioned on your Proforma form, 

the National Careers Service.

https://barclayslifeskills.com/i-want-help-applying-for-jobs/sixth-form/
https://barclayslifeskills.com/i-want-help-applying-for-jobs/sixth-form/
https://nationalcareers.service.gov.uk/careers-advice#getting-a-job
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The following documents can be found in 

your student drive, should you need to 

refer to them throughout the year.

1) Work Experience Letter

2) Student Handout

3) Employer Information Slip

4) Work Experience Log

5) Getting you ready for the World of Work doc
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