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September 2020

Year 10 Work Experience: Monday 22nd March - Friday 26th March 2021

Dear Parent/Carer,

Students in Year 10 are given the opportunity to complete work experience.  This year we will once again be working with Tailored Education, who are able to provide us with a data base of potential employers and who will be responsible for completing the required health & safety checks on our behalf, prior to the start of our Work Experience Programme for 2020.  This year’s work experience is planned to take place over one week from Monday 22rd March - Friday 26th March 2021.  

However, please be aware that sourcing placements for all students will be considerably more challenging this year, given the Coronavirus pandemic and the impact it has had on work places and employees returning to work. We would usually launch work experience from September and start contacting employers early in the year to secure placements for our students. We will have to delay this process until October, as we anticipate that there will be some hesitation from employers and some will only recently have returned to work. 

We are therefore asking students primarily this year to use their own contacts, whether a family member, friend or family acquaintance to secure a work placement for March 2021. Whilst we appreciate that this will not be possible for all students, we need your help to ensure all of our students can have an experience of work. The current Year 11 missed out on the opportunity and we do not want this to happen again. If you are able to source a placement for your child, we can then focus our efforts on supporting the students who are not in the same position to do so. 

Students will be introduced to the process of work experience during their Session 0 learning and this will be followed up with a Year 10 CEIAG conference themed, ‘How employable am I?’ to help prepare them and support them, in order to get the best from their work experience in March 2021. 

Students will have access to the data base of potential employers should they not be able to source a placement with a contact of their own. They can access this through the school website, by clicking on the pupil tab, select Careers/CEIAG, select the student tab at the top of the careers page and then go to the Work Experience section.   

All parents will need to complete a medical form for their child, outlining any medical conditions including any allergies or information which both the school and the employer would need to be made aware of, before embarking on work experience.  Please return this as soon as possible to the careers office or to the school reception. 

All the information you should need to support both you and your son/daughter through this year’s  work experience process is available on the school website.  

If your son/daughter is in a position to secure a placement with a relative, friend or a well-known contact of yours, we would like to start the process as soon as possible to ensure we can conduct the necessary health & safety checks, and verify that the students will be adequately supervised throughout their work experience. We will require students to complete an  ‘Own Placement Form’.   This needs to be submitted BEFORE the final deadline of Friday 18th December 2020, but sooner is better than later. 

Once the employer has agreed to take the student and has completed the ‘Own Placement’ details form confirming they have Employers Liability Insurance in place, the school will liaise with the employer and  make them aware that they will be contacted by Tailored Education, who conduct all the Health & Safety visits on our behalf and approve the placement. Once this is approved we will issue a student contract to the student, which will require a signature from them as well as one from a parent or carer. This will confirm the place has been approved and the student is able to proceed with the placement. At a later date, usually January/February, we will ask the student to contact the employer and either visit in person or speak over the phone to make any final arrangements. 

Students must remember that as they are taking part in a pre-16 work experience, there may be circumstances where they are limited in their experience due to their age and may not be permitted access to certain areas, not permitted access to confidential information and they may not be permitted to use pieces of equipment for which they have not received specific training to use.  Students are advised to check  carefully the details of the job, what their duties will be, what time they would start and finish, so that they know in advance the expectations of the job before accepting the placement. This will ensure that they are successful in their work experience and make the most of the opportunity provided by the employer. It would be a wasted opportunity should they choose a placement where they were unwilling to perform the duties asked of them or were unable to arrive in time for the start of the day.  Please note that the hours of work often differ from those of the school day.

Work experience is intended to give students an insight into the real world of work and an appreciation of the skills and qualifications needed to gain access to particular fields of work in the future.  They have a valuable opportunity to develop new skills, as well as practise the skills they have already acquired and to speak with people who can advise them about current practices and opportunities.  It is also a valuable opportunity to develop their independence and take on more responsibility within a work place environment. We hope Year 10 will appreciate the opportunity provided by local employers and make the most of this experience.  

If your son/daughter is unsure about anything at all throughout the process, has any worries or concerns or has any problems securing a placement, please encourage them to come and speak to Mrs Isaacs or Mrs John in the Careers Office. This need to be done at the earliest opportunity to ensure we have sufficient time to secure placements for all our students. 

Should you have any further questions please do not hesitate to contact me on the above number or email workexperience@smithillsschool.net 

Yours sincerely,

J Isaacs

Mrs J Isaacs 

Careers/Work Related Learning Co-ordinator
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