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Understand what work experience is il

s and why it is important
. M Find and contact employers \-Qj
Work Experience 2027 -

28t June - 2™ July M Make the most of your placement



Work experience gives you the chance

to spend time in a real workplace. It provides
you with the opportunity to learn what jobs
and working life are actually like.

You may watch professionals, help with suitable
tasks, learn new skills, meet people in the industry
and see how a workplace operates.

/. Think of it as o test drive

You do not need to know exactly what career

you want. The goal is to explore, learn and
ask questions.

& What might you gain?

@ A better idea of what a particular job or industry is like.
@ Experience working with adults and as part of a team.

@ New practical and communication skills.

@ A chance to discover what you enjoy — and what you do not!

ember R
Remembde”

Your placement does not have to be your future career. / oV
It is a chance to learn more about yourself and the world of work. (/

ol




o) Build confidence
' Meet new people, try unfamiliar tasks and become

more comfortable in a professional environment.

Discover your interests

/
@ You may find a career you love — or rule one out.
Both are useful!
strengthen your CV
It shows future employers, colleges and apprenticeship
providers that you are motivated and willing to learn.

pevelop real skills S*MS“
\
@ Communication, teamwork, organisation, problem-solving ?0‘\'

and time management all matter at work.

. ' s Build useful contacts

‘% You can meet people who may give advice, recommend
= opportunities or help you understand an industry.
ﬁ small experiences now can make your %ﬁ\'?]a% ,
asier. =" e =
next big decision e —> "1 @__
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A good placement is not just somewhere
that lets you turn up. Look for a place
where you can learn, contribute and

ask questions.

Meaningful tasks

You should have something useful to do that will help you 5
learn new skills or develop skills you already have. sﬂ\,\r

Supporﬁve staff

Someone should be willing to explain things, answer
questions and help you learn.

Matches your interests

| WART
Think about the type of work, industry, people or skills Ej&ﬁt
you want to explore. yov
Safe and professional G A
. R{-,S?ECTNL
The workplace should have clear expectations and Ej AL
appropriate supervision. g PR
Oppor‘tunihes to learn LENL“
0

A great placement lets you see real work and, where v ow
appropriate, get involved in projects or tasks. G?‘

Before you say yes...

Ask what you will be doing, what hours you will work, ¥
who will supervise you and what you need to bring or wear. 7 ?ﬁ’
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/B Some employers receive lots of requests or need time M\EP“D
to arrange safeguarding and paperwork.

0 Use your network
er trusted adults *

Ask family, friends and oth
meone who could help. Most < 4

hrough parents/carers, other

whether they know so
placements are found t
family members or family friends.

LooK \ocally

Think about shops, offices, charities, €O
sports organisations and other local

uncils,

employers.

Gearch online

Look at employer websites and reputable job or
or organisations that interest you.

careers sites f

gxplore careers events

Open days, careers fairs and industry events are great

places to learn about employers and opportunities.




Quick, professional and easy to send to many
employers. Keep it short and personalised.

Phone

Useful for smaller businesses. Prepare what you
want to say before you call.

In person

Where appropriate, visit a local business and
politely ask who deals with work-experience

requests.

/ pest approach

Research the employer first. Mention why you
chose them and what you hope to learn. Be polite,

clear and realistic.

ﬁ A little effort goes 2 long wag -

The right contact, the right message, can open
the door to great opportunities.
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o ﬁ Be enthusiastic

Keep trying if you do not get

o ﬁ : re.phes straight away

N v
oS ~
¢ y before contacting

Wait for a re.pl

o another employer

e Use slang
X

Give up after one attempt

Wait until the last minute

L
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Subject: Work experience opportunity

Dear [[Name or Hiring Manﬂger],

My name is [Your Name] and I am a Year 10 student at [School/ Cﬂllege]. I am very
: terested in [industry/type of work] and T am looking for a work-experience

plucement.

T would love the opportunity to learn more about your organisation and develop my
skills. I am available from [dates] and would be grateful if you could let me know

whether you offer work experience for students my age.

I am happy to provide any further information you need. Thank you for considering my
request.

~
[Your Name]
[School/College]

ﬁk” Make W pe sg_na_*ll

g \ Change the email for each employer. Mention something

specific about the organisation so they can see you have
done your research.

—

Kind regards, 7,
N
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Know the dates you need work experience.
Find out the employer’s name and company name.

Speak clearly, politely and confidently.

’... Gample script

“Hello, my name is Lyour name]. I'm 15 and T'm a student
at [school name]. Is it oK if1l Speuk to the person who deals

with work experience, plense?

o _ Refore you call
Have a pen and paper ready.

STUDENT

EMPLOYER: “Hello. How can 1 help?”

STUDENT: “I'm looking for a work experience placement from [date] to [date].
I'm really interested in [type of work/company].”

j ]',F they soy YES:
STUDE NT: “That’s great, thank you!

I will add your details to an online
platFﬂrm called Unifrog. You will
receive an email from them soon.”

/ 1% they say NO:
~  GTUDENT: “No problem. Thank you for
your time.”

Sk

N\

- FmISh the call

“Thank you very much for your help.
Have a lovely day. Goodbye!”




o] mpletely normal!
—
rvous about:

o~~~ Th.\S \$ CO
v/
w making phone calls
speaking to employers
visiting workplaces

by Remember: &

N
employers understand you are young
@ and inexperienced

confidence improves with practice

a polite attitude matters more
than being perfect

\
Practice with family members 1 ;
or teachers first if needed. go \1‘

Q
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S.
AP
\G
P‘%:&“?‘?"
Be prepared LT
Research the organisation and plan a few — :
questions. 7 N
Re punc’tual o "‘N—t
Arrive on time and follow the agreed schedule. = G%E:.s\gﬂ
\WE

9 Dress appropriately 00k

Ask what is suitable for the workplace. .“\’E,

Ask questions

People expect you to be learning — 'd?'h
curiosity is a strength. C

Be POSI“'WG ";__go
% G
Try new tasks and be willing to help. A ¢ A \ON
GO
Keep a record A
Write down what you did, what you learned and useful skills ¥ hﬁﬁ
you developed. This can be added to your Unifrog account. &?,0\“
S/ Follow up
I\ < A

1 ~ Thank the employer afterwards. A short thank-you message

can leave a great impression.

. \ORK EXPERIENCE CAN OPEN DOORS,

{37 = Take the first step! =

More experience - more options - a brighter future

L —_—




=
This can be found by scrolling down

the home page to the ‘tools’ section. _
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«Student showed great ?j"
d

leadership, creating games
for the children and entertaining

them all week!”

«Students made a lasting
impression with their politeness,

respect and positive attitude.

They were a credit to themselves = W

7’

and the school. We would love to .
i

have them back!”

«Gtudent showed fantastic

employability skills — timekeeping, :
communication, adaptability E

and prufessiunnlism“

\l!

«Gtudent showed gread:
confidence and progress.
You should be very proud

of him!”

“Doing grea’c -

can we keep him?%” @

acted me in a great way,

T've been interested in doing a

“Its imp

ob for over 6 years, and
s workplace and
nt has further

into a

teaching )
experiencing thi

oing on this placeme
olidified my want to 9

teaching career.

“On the placement | have learnt,
that even when things become

a little challenging to keep going
and to not give up”

I

\

“T am very proud of myself

for creating very strong
connections with these wonderful

eople regardless of my interest

P
in their work.” O
)

«T was very proud of my
contribution on transition day I
4

being able to try and make a day
of change slightlg easier for peuple ﬁ

by doing the smallest of things.”

g
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QOO OO 00 Q.

How do 1 reset my Unifrog password ?

You can do this yourself at the log in page by clicking on
‘reset password/resend weicome email’.

Can

No, your p'acement must be during the week set by the school.

1 haven't had a response from the placement
about my request for work experience,

what do | do?

Send a follow up email and try contacting them by phone.

s there a deadline for finding a placement?

21st May, but we would strongly recommend students find
and record their work experience by February.

What hours am | expected to work during
work experience week?

Your working hours should be discussed with the placement. ” |
As close to a full working week as possible would be a good experience,
but employers may neec to adjust this for students.

What if | can’t find a placement close to where | live?

If you can't find a placement withing walking distance, consider % V

where you could get to using a bike or the bus. This will provide
you with more opportunities. %

This is completely normal. Work experience is valuable even when
students are unsure of future plans because it develops
transferable skills.

How do | find a placement if my parents don't have
professional contacts? \

Many excellent placements come from local businesses and
community organisations. Persistence and professiona’ism
also play a part when looking for work experience.

S

1 do my work experience during a different week? o 4.0




'/, pont worry! Many students won't be able to find
" placement for a variety of reasons.

;@ 7 the “perfec
Look for related areas that allow the development
for example:

of transferable skills,

E Computing/IT

Hospital, GP Surgery, _
First choice: Software or Tech Company

First choice:
Dental Practices

Related areas: Related areas:

o Care homes » IT support roles

» Pharmacies » Website management

» Health charities » Data entry _

» First aid or community » Coding clubs
? Digital support in schools

support roles
or offices

LGW i 3“5‘“355 I F‘irmnce

Law Firm, Solicitors First cho

ice:  Accountant, Business Consultant

Related areas:

Office administration

» Local Council
ot dapurtmen’cs Retail managemer\t
E Bookkeeping assistant

: Legul admin roles
Customer service roles

Related areas:

:‘_ D'i.ﬁeren‘t paths can still lead g R
,  to amaZing opportunities! DN s
-.\ ﬁﬁ “DE-D‘*
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