
Parent Guide to 
Work Experience 



Monday 23rd March-Friday 27th March



● Informed post 16 destinations

● Plan for future career

● Motivating

● Builds confidence 

● Develops skills

Why do we complete work experience?



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


Paula Sone
Head of Careers



Work experience planning sessions with tutors
Summer term:

• Help students identify their priorities for work experience 
• Discover how and where to research employers to approach 
• Learn how to make contact with employers - write an effective email

Summer Holidays  - secure placement 

Autumn term (year 10)

• How to log the placement
• How to follow up with employers
• Continue to work with students that have not secured a placement

Spring term 
• Prepare and plan for the placement



Planning work experience 



Priorities for work experience

Student 1:
• Gain an understanding of working in engineering
• What is 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.



Applying for work experience

Speculative email 

Professional 
opening

Clear subject 

From: psone@greenshawhigh.co.uk

To: jobloggs@Springnursery.co.uk 

Subject: Work Experience Enquiry 

Dear Mrs Bloggs

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

Introduce 
yourself



Networking with family and friends 

Parents, guardians and extended family 
members



https://www.yell.com 

https://www.yell.com/


Research employers to contact

https://uk.indeed.com



Securing a placement 

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



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



Recording placement details 
Autumn term

Collect  

● Name of the business/organisation
● Name, email address and title of the person responsible for the placement (the person confirming 

the placement)
● Time commitment (expected hours of work

Advise 

● 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 a 
health and safety risk assessment.

● Placement cannot proceed unless this information is completed



You need to create a placement in Unifrog and complete 

the form with the information requested.

Add your placement on Unifrog



What happens next?



What happens next?



Questions:
● Can my child accept a placement outside of the authorised dates?  

No dates are fixed, dates outside this would be disruptive to learning.
● Should my child apply to more than one company?

Yes, your child should apply to several employers, it is unlikely they will all say 
yes and if they do your child can choose the one they like the most.

● When is the deadline for securing a placement?
Your child will complete their WEX workbook on 10th July and have secured and 
recorded their placement by Friday 19th October

If your individual question has not been covered this evening please email me directly 
psone@greenshawhigh.co.uk

mailto:psone@greenshawhigh.co.uk


Deadlines

Complete the WEX 
workbook

10th July 2025

Secured and logged 
WEX placement  

19th October 2025



March 2026




