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Year 10/12 Work Experience Programme  
Please find below all the information you need in order to arrange your work experience. 
Why is work experience important?
When you’re 14 or 15, you might be starting to think about what kind of job you want in the future - or maybe you have no clue yet, and that’s totally okay! One great way to figure things out is by getting some work experience. It can give you a real perspective of work outside of school and education. It is a fact that young people are more likely to be successful in their future job hunt if they have done some work experience. However, if you still need convincing, here are the top ten top ten reasons why you should do work experience:

	It allows you to learn about different careers
	Work experience is a perfect way to sample career options out there. It’s a way of exploring different jobs without actually committing to anything. It’s the best way to get a real sense of your chosen industry. You’ll get to speak to employees and ask them questions. 

If you are not sure about what to do, it is also fine to go to a recommended business, or any local company that will take you. This experience will allow you to discover what you do and don’t like about a certain job. You may be placed in a role that you have never heard of before but then find that you love it!


	Makes the transition from school to work easier
	When you are a student, your whole life seems to be friends and school. Therefore, work experience breaks up the routine a little bit and shows you what life will be like after you finish your education. This can be useful, as throwing yourself into work straight after school, without knowing what it will be like at all, can be quite a daunting thought. Work experience gently introduces you to the world of work. You get to learn the dos and don’ts, get workplace experience and learn to navigate your way through different rules and protocols. Vitally, it will give you an idea of the skills you might need to thrive in the workplace.


	Helps you to develop important skills
	Work experience can help you to develop your ‘soft skills’. These refer to skills that the majority of employers look out for when employing candidates. They include characteristics such as good communication, being able to make decisions and having good organisational skills. Work experience can help you develop skills such as these, as well as leadership and teamwork.


	Pushes you out of your comfort zone
	As already mentioned, you often live in your own little bubbles when you are at school. However, when you start work experience, you could be pushed to do a variety of things which would benefit you in the future. Being pushed out of your comfort zone can really show you what you are capable of and reveal how much you really can achieve if you try hard enough!

	Increases your motivation to get good grades

	If you are able to see what you can achieve after you get good grades, this will motivate you to keep going and power through those exams. 

	Looks good on your CV
	One of the main reasons that work experience important is because of how good it looks to employers. Employers like to see when applicants have shown interest in their future job by completing relevant work experience. 29% of employers say that work experience is critical when recruiting young people (UCAS). Even though most employers don’t see work experience as critical, it could make you stand out when you are up against candidates with no work experience at all.


	Helps you to build a network of contacts
	If you haven’t heard of the term ‘networking’ before, don’t worry! It is really easy to understand. It basically involves meeting new people who share the same career, industry, interests or skills as you. Networking is an important aspect of building a career because it can help you to gain more connections and opportunities. This can lead to more referrals for jobs and eventually could lead to you building up a good reputation for yourself in the workplace. Completing work experience could actually be the start of your networking strategy. 


	To discover more about yourself
	Work experience can allow you to discover what inspires you and what your interests are. It will help you identify your own skills and perhaps even highlight the areas that you might want to work on and give you a good understanding of your strengths and weakness. Knowing your strengths is an important attribute to have, as it allows you to select the correct career for you and choose to do projects that you know you will do well in. 


	Increases your independence and self-confidence
	When you are on a work experience placement, you won’t have teachers supporting you like you would normally have in school. In fact, you may be expected to take initiative and work independently on projects or tasks. As a result, confidence in yourself will grow and hopefully, you will become more capable. These characteristics are transferable to every job.


	Could lead you to securing a job
	You might wow them so much that you’ll be offered a job! Work experience is a great way to get your ‘foot in the door’ – previous Grove students have been offered part-time jobs or apprenticeships with the companies they did their work experience with. 






Work Experience Process/Stages 
· Students find a placement – students need to approach employers and agree placements (see below, ‘Applying for Work Experience’ for support with this)
· Students & Parents/Carers complete and sign the work experience consent form and return it to their tutor or Mrs Berry (work experience co-ordinator)
· Students add details of placements onto Unifrog (for H&S checks etc) – Mrs Berry (work experience co-ordinator) can support students with this
· Work experience co-ordinator (sophie.berry@gro.mmat.co.uk) monitors and then approves applications once H&S checks are completed (this can take 6-8) 
· Students ensure they attend any required induction pre-placements and/or ensure they are prepared 

Applying for Work Experience  
Students are expected to find their own placement (with parental support – see https://www.unifrog.org/placement/guides/how-to-help-your-child-find-a-work-placement for advice on how to do this). It can be tough to find work placements, especially as we do not live in a big city. Instead of looking for the perfect role, try to find one where you can build useful skills. You will then need to call or e-mail the business/employer - or visit them in person. This may seem daunting, but employers are far more likely to agree to a placement if you make the effort to speak to them or contact them directly. See For students: a guide to finding and completing work placements : Unifrog Blog for more support.

A well written work experience e-mail could make all the difference when it comes to being considered for your work experience placement. Not only will it help you to stand out from other applicants, but it can also help you be successful in gaining your chosen placement. We have created a work experience e-mail template to give you a few ideas and help get you started. 

Subject: Enquiry Regarding Work Experience Opportunity
To: [Recipient’s e-mail address]

Dear [Recipient’s Name],
I am writing to express my interest in undertaking work experience with [Company/Organisation Name]. I am interested in pursuing a career as [job] and you are a recognised and well-known business in The area.

I am currently [briefly describe your current status – e.g., “a Year 10 student studying Business and Travel & Tourism” or “exploring career paths in engineering”], and I am eager to gain practical, hands-on experience in a professional environment. I believe that spending time with your team would provide invaluable insight into [specific skills, industry knowledge, or processes you hope to learn], while allowing me to contribute with a willingness to learn.

Our Work Experience Week is from [INSERT DATES]. Would you be able to accommodate me for this short-term placement?

Thank you for considering my request. I would be happy to provide any further information you might need, and I look forward to the possibility of speaking with you.
Kind regards,
[Your Name & Contact Information]
Remember that this is only an example and should be amended and adapted to showcase you, your interests and your reasons for wanting a placement with them.  

What you need to tell the employer: 
· Who you are and your contact details – full postal address (including a phone number and email address)  
· What school you are from and the dates of your work experience  
· Your career goals (and why this placement would help you)  
· A little bit about yourself – like your skills, interests, hobbies if you are part of any clubs, teams or any achievements you have both in and out of school  

Remember to be professional, polite and to always check your grammar, punctuation, and any spelling mistakes. 
If you are struggling to find an employer, speak to Mrs Berry (work experience co-ordinator) or search on Unifrog.
Student Checklist for your Work Experience Placement 
Work experience gives you an insight into the world of work, and possibly to the field of your chosen career. It also helps you gain valuable skills and experience so you can make more informed choices about your next steps, either into higher education or the world of work.  

Your responsibilities before placement: 
· Be organised – ensure you contact the placement and know when you need to arrive, where to report to and what the dress code is. Find out about breaks/lunches and whether you need to take a packed lunch with you. 
· Your responsibilities on placement:  
· Make a good first impression – make sure you are suitably dressed  
· Be organised – arrive at your placement at the agreed start time, and have everything you need for the day 
· Notify both the placement and school (brogan.ashley@gro.mmat.co.uk / call 01630 652121) as soon as possible in the event of absence.  
· Get involved – the more you get stuck in, the more experience you’ll gain.  
· Discuss any difficulties you may have with the placement and school’s work experience co-ordinator (sophie.berry@gro.mmat.co.uk) if they arise. 
· Observe confidentiality at all times and adhere to the policies and procedures relevant to that placement, including health & safety policies and instructions. 
· Remember the employer is giving their time to support you in the placement, so be respectful and professional and enjoy the experience! 
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