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5th July – 16th July 2010 



An Introduction to Work Experience 
 

This is an unpaid opportunity for students to:  
 

• experience the world of work whilst still at 
school 

 

• learn and use a range of transferable skills, 
personal qualities and competencies that will 
contribute towards their employability 



Some of the Occupational areas you may 
want to explore: 
 

Childcare   Animal care  Catering 
Administration  Finance      Manufacturing 
Engineering  Retail   Construction 
Education   Tourism   Horticulture 
Health   Leisure   Motor Vehicles 
Hair & Beauty 



FINDING A PLACEMENT 
 

There two ways of doing this: 
1. By choosing a placement from the list 

which Connexions provide for our 
school 

 
2. By finding your own placement.   



• Students will have 
been given their 
user name and 
password to enable 
them to log on to the 
Youthoria website to 
see the list of jobs 
available through 
school. 

• Students should 
select 4 choices of 
jobs in no particular 
order.  They should 
ensure that all 4 jobs 
are of interest to 
them. 

MAKING CHOICES 
1. SCHOOL     

PLACEMENTS 

Go to  www.youthoria.org cursor to the bottom right of the page, 
then click on Work Placement Database.  Click on the link 
‘Work Experience Placement Database’ .  You will then be 
asked to enter your ID and password which will enable you to 
view all the placements which have been allocated to 
Bottisham. 



Students will be asked to write a letter of introduction and a template of this example 
letter can be found on the R: drive under ‘Careers’ and is called ‘Pupils’ Letter to 
Employer for Work Experience’.  

BOTTISHAM VILLAGE COLLEGE    
                             Your home address and                                      
                           Telephone number  

 
                                                                                                             Today’s date 

Work Experience Address 
 
Dear Sir, 
 
(you must put in this paragraph if you have a school placements – if you have your own placement thank them for offering you a 
place and remind them of the dates). 
I would like to be considered for the placement, which your firm has offered to my school through the Cambridge Area Work 
Experience Scheme for the period 5th July  – 16th  July 2010.  
 
(write a short paragraph about you and your school subjects). 
I am 15 years old and a student at Bottisham Village College.  Next year I am expecting to take GCSEs in the following 
subjects. 
(list your subjects)  -  English, Mathematics, Double Science, Geography, History, French, German, Technology …..and IT. 

 
(write a paragraph about in school activities eg). 
At school I am a representative on the Year Council.  I enjoy playing basketball and I play for the school team; I also enjoy 
swimming and aerobics.  I am a member of the chess Club and I am a Mentor which involves……… 
 
(write a paragraph about your interests outside school). 
Outside school my interests are swimming, model railway layouts and cooking.  I am a member of Bottisham Youth Club.  I also 
do some babysitting in my spare time and I have a daily paper round. 
 
(say why you want this placement). 
I am interested in the type of work observation/experience, which your firm can offer because I would like a career in electronics 
and I know that your firm has a good reputation in this field.  I am particularly keen to see or experience work on circuit boards 
and assembly. 
 
If you can offer me a placement I will be happy to come and discuss this at any time convenient to you, though preferably 
outside school hours. I look forward to hearing from you soon. 
 
Yours faithfully, 
 
 
Your name as a signature 
PRINT YOUR NAME 



2.  Arranging your own placement 
 

Students can find their own placements if they wish.  
To do this they should: 

 

• Fill in a pink slip with details of the placement you are interested in 
and give to Mrs Dolby in the library  

• This placement will be checked to ensure that it is not already on the 
school list and if it is not then the students will then be given an Own 
Placement form which needs to be completed and signed by the 
employer.  This then needs to be returned to school. 

• The placement will then be visited by Connexions to ensure that all 
Health and Safety and insurance issues are in place.  These must 
meet the required standards. 

• The deadlines for Own Placements are: 
  out of the Eastern region  -   19th March 
  within the eastern region  - 30th April 
 
But please get these in as early as possible. 

 
 



• A job description for both school 
placements and own placements will be 
given to all students prior to going on Work 
Experience.  Please read this carefully. 



This is what your job 
description will look like.  

This gives information 
regarding the job you have 
chosen. 

Such as: 

• address of placement 

• contact name at placement 

• the sort of work you will be                
 asked to do 

• suitable clothing for the job 

• information about meal 
 breaks 

• hours of work 

• whether you need to go for 
an interview or not (most 
placements will ask you to go 
for an interview prior to your 
work experience 

 



Points to consider when selecting your work 
experience placement 

• The placement should be of interest to you 
but may not necessarily be your future 
career 

• Talk to parents and teachers or students 
who have already taken part in work 
experience 

• Think about transport arrangements – how 
will you get there? 
 



Further advice on your work experience 
placement 

• Ensure forms are returned promptly  
• Contact the employer in plenty of time 
• Attend a pre-placement interview if 

requested 
• Make sure you are prepared for clothing or 

footwear requirements, lunch 
arrangements 

• Complete your student workbook which will 
be given to you before you go 
 


