
The Procedures

Year 12 

Work Experience
Monday 4th-Friday 15th July 2022



Procedure 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 Mrs Utton 

(C53) no later 

then Monday 

13th December 

2021



Procedure 2

Once your 

placement with an 

Employer has been 

confirmed, please fill 

in the Employer 

Information Sheet in 

full and return to Mrs 

Utton.  Mrs Utton will 

then write to your 

employer to confirm 

your placement. Form 

to be returned by 

Monday 21st 

February 2022.



Procedure 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 your 

register.

Make sure 

you keep this 

as evidence. 



Settings

You are very welcome to organise 2 

placements if you wish to experience 

alternative work placement settings.

For example:

4th-8th July 2022 – Teachers Assistant at a local Infant School.

11th – 15th July 2022 – Journalist Junior at a local Newspaper.



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 wait list for careers 

advice or use the national service website 

on your proforma.



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 in C53   Mr Cooke, Mr 

Macdonald and Mrs Downey in the 

Sixth Form Team.



Your Work Experience Process has already 
begun…

You should have completed a Proforma in your 

tutor group that will allow you to start planning 

this vital part of your academic career.

The work placement: It is YOUR

responsibility to find a work placement 

for yourself.

Year 12 Work 

Experience



Your work experience procedures

•It is part of the experience to present yourself to a potential employer.

•It gives you practice for interviews you will have for university or work.

•It allows you to negotiate with the employer relevant experience.

Your work experience can be in any area but ideally it will 

have some kind of activity that is within the area you might 

want to study or work in full time. 

Year 12 Work 

Experience



What’s The 

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

application .

•It gives you an insight into real work – not your part time 

work.

•Builds your personality.

•Helps you decide future plans.

•Focuses your talents and gives you new experience.

•It is something really worthwhile and sets you apart 

from others that are applying for your job!



The Next Step…

Is your CV up to date ?

Have you written your template application letter  ?

Make the call and contact prospective employers.

Prepare yourself for your interview.



Your CV

Write a C.V: this is your opportunity to sell yourself. There will be 

an assembly on how to write a C.V but here are some areas 

for you to think about:

Opening statement – this should in about 4 lines describe 
your personality and ambitions. It should make a great 

first impression.

All your previous qualifications – this includes your GCSE’s, 

any club activity etc. It may also be worth putting your 

predicted A level grades here.

Current or previous work experience: list any jobs you have 

had in 4 or 5 bullet points – make sure you talk about the 
skills you have gained such as customer service etc.



Application Letter

Devise a covering letter: this is another opportunity for a potential 

employer to see how great and organised you are. Think 

about the mail you might get through the door about 

companies – if it looked poor you would have a poor first 

impression of them and probably not trust them. In your 

covering letter you should include:

A reason you are approaching the company: 

I am hoping to study Law at university and I have researched a 

number of local companies in this field. I have been impressed 

with your website and corporate image and I would very 

much like to see the day to day running of your business……



Application Letter

What you can offer:

I am confident around people and 

committed to my career plans. I 

would be very happy to carry out 

any work related tasks you ask of 

me as it will give me an insight 

into the ‘real world’.



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 is a good place to 

start.

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

consider taking you on .

• Once a full working week has passed, follow up the letter 

with a phone call to make sure your letter was received.

• Make sure you are clear before you start your work 

experience, whether or not you are going to receive travel 

expenses or any other payments.  For example Lunch Costs.



The Interview

The interview: If you get offered an interview 

remember three things:

1. Be smart and well mannered – the first 5 seconds counts.

2. Be engaging and enthusiastic.

3. When the employer says do you have any questions –

say YES! 

Have some prepared. Employers like people to be 

prepared…. 

So research your application!


