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Why do we complete work experience? 0

Informed post 16 destinations

GUIDING YOU IN THE RIGHT DIRECTION

STEP 5

Plan for future career
Motivating
Builds confidence

Develops skills
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http://www.youtube.com/watch?v=dHsDXTrH4j8

Paula Sone Q
Head of Careers Careers
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Work experience planning sessions with tutors a

Careers

Summer term: GUIDING YOU IN THE RIGHT DIRECTION

* Help students identify their priorities for work experience

e Discover how and where to research employers to approach

e Learn how to make contact with employers - write an effective email
Summer Holidays - secure placement
Autumn term (year 10)

e How to log the placement

e How to follow up with employers

e  Continue to work with students that have not secured a placement
Spring term

*  Prepare and plan for the placement

GREENSHAW COMMITTED TO
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Planning work experience

WEX PLANNING WORKBOOK
Name Tutor Group

My Priorities (the things that are important for you to consider
when you are researching work experience)

Priorities example

1. Ideally something to do with finance
2. 0On a 157 bus route
3. Build my confidence in talking to people in a professional environment

Priority 1:

Priority 2:
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Priorities for work experience

Student 1:
e @Gain an understanding of working in engineering
* Whatis it like to work in a team
* Learn to communicate in a professional manner

Student 2:
* Learn to feel comfortable in new situations
 Be able to travel independently somewhere new
* Learn to work independently.
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Applying for work experience Q

Clear subject

Professional
opening

Introduce
yourself

wwwwwwwwwwwwwwwwwwwwwwwwwwwwww

Speculative email

From: psone@greenshawhigh.co.uk
To: jobloggs@Springnursery.co.uk
Subject: Work Experience Enquiry

STEP 1
(Student)

Dear Mrs Bloggs

| am a year 10 student at Greenshaw High School currently studying child
development and am interested in a career working with children. | am
writing to see if you offer any work experience opportunities at Spring
Nursery, and if so how could | apply.



Networking with family and friends 0

Careers

Parents, guardians and extended family
members
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https://www.vell.com

Find out more:

Careers

GUIDING YOU IN THE RIGHT DIRECTION

Canopy Planning Services ‘

5.0 7 Ratings)
NDPY Architects Why Move When You Can Improve?

Write a review

=] Message DK Email @ Website Qs call

© 0.8 mi | Unit 5 Palmerston Court, Sutton, SM1 4QL

Open now Closes at 17:30

> Filter results

Category A
Architectural & Planning Home Refurbishment

Structural Engineers Architectural Drawings Loft Extension ¥
Consulting Engineers Planning Application 20 Years + Exp More info
Engineers
Civil Engineers
Building Surveyors Helix Engineering Services Ltd e
Design and Development Engineers Design and Development Engineers No Ratings (Student)
Engineers' Supplies N " h?

i O time to searcns
Soundproofing @& website Q, call
Architectural and Engineering © 0.6 mi | 79 Benhill Rd, Sutton, SM1 3RR Simply share details to
Models connect with the best

. . businesses for the job
Architectural Technologists

Hydraulic Engineers 1 Post your enquiry

Noise and Vibration Consultants n DB Soundproofing London Ltd

5.0 (1 Rating)

Snnindnranfine
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https://www.yell.com/

Research employers to contact

nttps://uk.indeed.com

Graduate Civil Engineer
HDR
Croydon

== Full-time
© Assist senior engineers and the winder team in the design

process in order to gain a detailed working knowledge of all
parts of the industry.

Posted 1 day ago - More...

new
Quality Engineer

NHS Property Services 3.7
London E14

B, £50.000 - £55,000 a year == Full-time +1

The ideal candidate will have a strong background in
manual testing, proficiency in automation testing tools, and
a minimum of three years of relevant.._.

Posted 1 day ago - More...

Endur 7/ ETRM Engineer, hybrid working
Publicis Sapient 3.9
Hybrid remote in London

e

GREENSHAW
HIGH SCHOOL

Careers

‘GUIDING YOU IN THE RIGHT DIRECTION

Graduate Civil Engineer
HDR
Croydon

Full-time

You must create an Indeed account before continuing to the company website to apply
Apply on company e

Job details

No matching job preferences

== Job type STEP 1
(Student)

Full-time

Graduate Civil Engineer - (173179)
Description

About Us

At HDR, we specialize in engineering, architecture, environmental and construction
services. While we are most well-known for adding beauty and structure to
communities through high-performance buildings and smart infrastructure, we
provide much more than that. We create an unshakable foundation for progress
because our multidisciplinary teams also include scientists, economists, builders,
analysts and artists. That's why we believe diversity is our greatest strength. HDR is
proud to be an equal opportunity workplace and an affirmative action employer.
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Securing a placement 0

GUIDING YOU IN THE RIGHT DIRECTION

Work experience provides an understanding
of the world of work it is not about training
for a particular role!!!
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Important things to consider

Do not contact sole traders as they will not have public liability insurance
which is a requirement for the placement to go ahead.

The work experience dates are fixed, other dates cannot be considered.

The placement MUST be in the UK.

The hours of work will vary from company to company however students
MUST be looking to do a minimum of 4 hours per day

GREENSHAW
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Recording placement details O

Autumn term Careers

Collect

e Name of the business/organisation

e Name, email address and title of the person responsible for the placement (the person confirming
the placement)

e Time commitment (expected hours of work

Advise STEP1

(Student)

e They will receive an email from school, via the Unifrog platform asking them to confirm the
placement details and provide information regarding their public liability insurance, and complete
health and safety risk assessment.

e Placement cannot proceed unless this information is completed
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Add your placement on Unifrog

You need to create a placement in Unifrog and complete
the form with the information requested.

Placements
v 1 placement added, 0 completed

1 placement added so far

Only add a placement after you've been in contact with the employer, and they have

agreed to host you.

+ Add new placement
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What happens next?

@ Employer initial form

cemployer placement lead

GREENSHAW
HIGH SCHOOL

Reena Barai, Owner, reena.barai@nhs
7035

net, +44 020 8644

S. G. BARAI PHARMACY , Pharmacy, 5-15 employees

Yes

English

shadow the members of the pharmacy team and support
non-patient facing activities

No

No

Smart casual, no jeans and no trainers

No

Careers

GUIDING YOU IN THE RIGHT DIRECTION
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What happens next?

@ Parent / Guardian agreement com,

S noe Careers

Name and contact details Shakhnoza Abdumuminova, Parent,

sabdumuminova@yahoo.com, +44 07594523720

Confirmation that the placement provider has Yes, | confirm

STEP 3
(Parent/Carer)

primary responsibility for the health and safety
of the student, and the school/college’s role is
to satisfy itself that the placement provider is
acting responsibly

Does the student have any special needs, No
illnesses, medical conditions, allergies or

injuries that may affect the placement?

Agreement Yes, | agree to Diyora taking part in this placement

STEP 4
(School)

@ Permission compieted on 8 May 2024 more v

This stage is optional: Ms YR12 WEX Cordinator the placement coordinator can check-in on how the placement is going

Check-in due after: 28 May 2024

(disabled until placement starts)
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Questions: D

e Can my child accept a placement outside of the authorised dates? Careers
e Should my child apply to more than one company?
e When is the deadline for securing a placement?
If your individual question has not been covered this evening please email me directly
psone@greenshawhigh.co.uk
GREENSHAW COMMITTED TO
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mailto:psone@greenshawhigh.co.uk

Deadlines

Complete the WEX
workbook
10th July 2025

Secured and logged
WEX placement
19th October 2025
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March 2026
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