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Students will receive a work experience introductory assembly along
with this ‘Information Booklet’ and will be encouraged to start
looking for a placement.

Once you have been offered a placement make sure you thank your
employer for their offer so that they know you intend to spend your
work experience week with them.

You now need to upload details of your Work Experience Placement
to Unifrog, see section ‘Once You Have Been Offered a Placement’ for
more information.

p
Final deadline for finding a placement and uploading the details to

Unifrog.
.

N\

In order for us to approve your placement we need to ensure that
the correct Health and Safety checks have been completed. These
checks are to ensure that you will be safe when working with your
employer. Once the employer has completed their form, your
parent/carer will need to agree for the placement to go ahead.

Contact your employer to confirm details like; start and finish time,
where to report to, dress code etc. so you know what to do when
you arrive and that they will be expecting you.

Make sure you have received your Student Workbook and you have
completed as much of it as you can before you start your work
experience.

Enjoy your placement—try to complete a bit of your workbook
everyday!

At the end of the week get your employer to complete their section

in your workbook.

Afterwards, don’t forget to send a thank you to your placement
contact. You will receive, via your school email a short questionnaire
to complete about your placement.




Welcome to the Year 10 Work Experience Programme for 2023!

Please read this booklet carefully as it contains important information about the
process.

Why do we do Work Experience?

Work experience forms an important and interesting part of your year 10 education. It
is an opportunity to learn valuable skills which cannot be taught in school.

You will gain experience of how recruitment and job searching works.

. It is an opportunity to see how the working world relates to your school studies.
. It may be your first step into the adult world and wider community.

. You will develop your communication skills, independence and team working.

. You will be exposed to working environments, different work patterns and
workplace etiquette, dress code, time-keeping, regulations and responsibilities.

. It may be an opportunity to gain a better understanding of possible future career
pathways.

« And it is a valuable experience to be able to put on your CV, improving your
employability.

How do | Find a Placement?

Students are required to find their own placements. This can be a challenge, but it is
important to see this as an opportunity to learn about job seeking and the recruitment
and employment process. Please do not rely on your parents to sort out your work
experience, students who make contact in person are more likely to be given the
placement than if a parent makes contact on your behalf.

Most placements can be obtained through family and friends.

Parent/Carer = » Colleagues husband is an architect
- My company uses a Graphic Design Company for Brochures etc...
\\ = My company has a finance department

Vet

\

Brother — Goestoa Gym ——  Girlfriend works in retail
|
Hairdresser &
Dentist Sister — Attends local Primary School

v
Car Garage

Football Coach Speak to as many people as possible...



Things to Think About When Looking for a Placement.

If you have a specific industry, company or role in mind for your placement it is
important to start looking as early as possible. Placements are in demand and our work
experience week often coincide with other schools or colleges. There can be a lot of
competition.

If you don’t already have a placement in mind then think about what you could imagine
doing as a future career; which subjects do you enjoy most at school; or hobbies that
you enjoy, and how these might link to a career.

But remember whilst it is great if you can find a placement that matches your career
aspirations, work experience is not necessarily meant to be a career taster and valuable
experience can be gained in all placements.

Think about who you know. Talk to friends, family, neighbours and older siblings. They
may know someone who can help you with a suitable placement or provide advice.

Think about where you live and what forms of transport you have to get to your
placement.

Some organisations offer more formal work experience schemes which may involve
filling out an application form and attending an interview. These are all valuable
learning experiences.

Placement companies/organisations will require Employer Liability Insurance in order
to be eligible for inclusion in the Stratton Upper School Work Experience Scheme.

Students who have a placement in horticulture/agriculture or with animals will need
to have an up to date tetanus immunisation.



What is the Best Way to Contact an Employer?

You will need to think about what the best way to approach an employer will be; in
person, by telephone, email, or letter? This may differ depending on their industry, but
typically the best approach maybe to call the company and find out the name of the
person who deals with work experience, and ask what the best way of making contact
with them would be.

If you are wanting to work in retail, food or an animal related industry it would be best
to go into the establishment and ask to speak to someone about work experience.

It is important that when you are communicating with employers that you do not use
slang or text type language, first impressions count!!!

Preparing to Contact an Employer.
Before making contact with an Employer you should make sure you are prepared.
. Shortlist a few companies who you are going to contact.

. Prepare notes and be clear about what you are asking for, how long the
placement will be and what the dates are.

. Make sure you know about the company and can explain why you have chosen to
contact them.

. Share any experience that you have that might be relevant to the placement.

«  Think about what skills you have that maybe useful: problem solving, good team
player, eager to learn.

. And be prepared to answer any questions!

. You may be asked to attend an interview, so give some thought to when you are
available—discuss this with parents/carers BEFORE you make the call to avoid
transport issues.

. Use the Unifrog CV tool to update your CV.



Final Things to Consider.

Telephone

If making contact by telephone use a land line to ensure a good conversation—a
poor mobile signal can cause confusion and appear unprofessional.

In Person

If you are visiting in person, choose a time when the employer is not busy and be
prepared to come back at a time that is more convenient for them.

Think about your language and clothing. You could wear your school uniform.

Take a copy of your CV with you.

Email or Letter

Think about the title you give your email, choose something professional that also
makes your email stand out.

Take time to check your email /letter for spelling and grammar mistakes.
Ask someone to proof read it for you.
Attach a copy of your CV.

Employers receive large numbers of emails every day so this can be the least
effective way to find a work experience placement.

Keep a list of who you have contacted and If you don’t hear back, follow up with a

telephone call. You can refer to your email or letter which can be a good opening to

the conversation.



How to Get Your Placement Approved.

Once you have been offered a placement make sure you inform the employer that you
wish to accept it. You can then start the process of getting your placement approved:

1. You need to upload the details of your placement to Unifrog. Information on how
to do this is provided below.

2. Aform will then be emailed to your employer for them to complete.

3. Once your employer has completed their form details will be emailed to your
parent or guardian for their approval.

4. Finally we will carry out Health and Safety checks. Once these have been
completed your placement will be approved.

We are not able to authorise a placement until all of these steps have been
completed. The deadline for submitting the details of your placement to Unifrog is
(Step 1): Monday 20th February 2023.

Uploading Your Placement Details to Unifrog.

Before you start the process of uploading your placement to Unifrog you will need to
make sure that you have the following information:

. Name of the placement business -The name of the company where you will be
doing your placement.

. Employer placement lead name -The name of the person who has offered you the
placement.

. Email address of the person who has offered you the placement.
. Company address and postcode.

. Your parent or guardian’s email address.

You can then log into Unifrog at www.unifrog.org/sign-in




ABOUT BLOG INSIGHTS C

unifrog

If you can’t remember your password, click on
‘Reset Password’ and an email with instructions on

Sign in
how to reset your password will be sent to your
school email address. If this still doesn’t work,

Your email address

then contact Mrs Manley in the Careers Office (on
the left hand side as you enter the sixth form hub)

Your password

or email AManley@stratton.school

ACCESS ALL THE TOOLS BELOW

Exploring

g pathw

Interests profile

¥ Quiz last taken 16 Mar 21: Rand 1 and C
| start > |

Careers library
x Careers favourited

MooC
Make your first shortlist

Placements

% No placements added

Personality profile

%X Quiz not taken

"- Start >—|

Subjects library

% Subjects favourited

Webinars
Hear directly from the experts

Work environments profile

X Quiz not taken

Start > |

Know-how library

% Guides favourited

Go to tool >

Read, Watch, Listen

% Profiles favourited

Once you are logged into Unifrog scroll
down the page to ‘Exploring Pathways’
and select the 'Placements’ option.

un'frog HOME  FAVOURITES  LOCKER  APPLY  HELP ¥ TEACHER >
dd work experience placements, fill in your forms, and check the progress of employer, parent and school coordinator forms
>
0pl added so far
PO 1 cortoc it e oy, and hey s Then select ‘Add new placement.




Important! - Make Sure you Select your House Senior Tutor as your Placement

Coordinator!

1 ) Student initial

Student initial form

Student initial form

- day

month -

King — Mrs Vincent

Vicki's Photo Shop
29 September 22 - 29 September 22 In person

(3) student initial form

@ Employer initial form

28 September 2022 10:26:23

/| You can track the

( progress of your

placement approval in
the placement tool
summary view.

If you have any problems uploading the details of your placement please contact Mrs Manley in the Careers

Office (on the left hand side as you enter the sixth form hub) or email AManley@stratton.school




