
LEF/jol 
 
13th July 2022 
 
Dear Parents/Guardians 
 
Re: Year 10 Experience of a work placement – June 2023 
 
Following the governments focus on Careers Education and its importance in helping students achieve, 
our current year 9 students will have a fantastic opportunity to gain a two-day experience of a workplace 
when they are in the summer term of Year 10.  
 
Students will be able to organise and take part in a programme that helps them to see:  
 

 What a workplace in the future might look like for them;  

 How to behave and act as a professional within a working environment;  

 The process and route to future employment. 
 
Successful placements involve a great deal of careful planning and preparation.  Although not 
compulsory, if your child decides to seek a placement, it is important to ensure that they spend the two 
days in a place of work that suits their capabilities and interests to give them a worthwhile and 
enlightening insight into the routine of work.  We believe it is also important for students to be involved in 
arranging this themselves (with our support), in order to ensure it is meaningful for them. 
 
If students are wishing to participate, they must find placements for 2 consecutive days: 
 
Monday 19th and Tuesday 20th June 2023 
OR 
Tuesday 20th and Wednesday 21st June 2023 
 
This placement will give students the opportunity to visit different departments within a business and 
work in different areas, to gain a comprehensive understanding of a range of different employment 
areas, within a relatively short space of time.  This concise version of a traditional work experience 
programme, has been devised, to balance the value of experiencing a workplace with the demands of a 
challenging GCSE curriculum. 
 
We are writing to you before the summer holidays to give you and your child the opportunity to contact 
employers to see if they are able to offer a placement.  We would suggest an initial telephone call, 
followed by a letter or email.  Confirmation that they are able to offer an experience at their workplace 
should be received from the employer by them completing the attached ‘placement form’.  The reverse of 
the form should then be signed by the parent/guardian and student.  Once completed, this should be 
passed to Mrs O’Leary in the Careers Office.   
 
Students must organise their own placements by the END OF NOVEMBER in order for the necessary 
legal admin and safety checks to be completed.  Placements are subject to a Health and Safety check 
by the school to confirm whether the placement is suitable.  It is also important that the employer has 
‘Employer Liability Insurance’, otherwise the placement cannot be authorised. Please note that 
any businesses that employ less than 5 people may not have appropriate insurance.  We are also 
unable to authorise placements within a home office setting. 
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Students will be supported through this process through our tutor programme and the MSS curriculum in 
Year 10.  Students are also invited to visit the Careers office, should they have any questions or need 
any guidance during the process.  
 
June 2023 sounds a long time away but the organisation required to ensure these are successful means 
we need to be planning for this in advance.  We also rely on forms being returned to us quickly by 
students, parents/guardians and companies.   
 
Please note, if a student does not attend an experience of a workplace opportunity they will be expected 
to attend lessons as usual. 
 
Yours faithfully 
 
 
Mr L Fenner     Mrs J O’Leary 
Senior Leader of Learning for Careers Careers Co-ordinator 
 

 

 

 

 


