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The Work Experience Coordinator 

• Works closely with students to help them find their 
own placements. Some students may have a school 
placement. 

• Develops relationships with local companies to 
maintain goodwill in order to gather placements for 
Year 10 and 6TH form 

•  IOSH/RoSPA Qualified-Runs Health and Safety 
checks on all businesses to make sure that St Ivo 
students will be safe working at the company.  

 



Preference sheet 

• This is a sheet that the students have filled out to give 
the coordinator a basic idea of what area they would 
like to work in. 

• They have chosen in order of preference what they 
would like to do for work experience. 

• These have been processed and students wishing to do 
school placements (these are provided by companies 
which usually only wish to deal with school directly) 
will be called to lunchtime meetings in groups to be 
placed when all employers are confirmed. 

• Students can change their minds about their choices 
up to 4 weeks prior to 22nd June and are always 
welcome to talk about any new ideas they have had. 
 



Student’s Own Placements 

• These are placements that students find themselves and 
are the most common type of placement. 

• Maybe someone that they know, such as a parent, uncle or 
older sibling, who works somewhere interesting can help 
them negotiate a placement. 

• There may be an area of work that they would particularly 
like to try, and can approach a company that you or they 
know about. Go to Careers Office first in case we have 
contact details that could be useful. 

• Some companies do not take students at all, or only over 
18s,  so students should always go to the Careers Office first 
to possibly save themselves a pointless approach to a firm 
who will not accept them. 

 



Student’s Own Placement Form 
Students fill in the small section at the 
top. 

Their parent or guardian must sign 
the form.  

The rest of the form is filled 
in by the employer. They 
must sign at the bottom of 
the back page.  If the form 
has not been signed by both 
parent and employer, it 
cannot be processed. This 
form is only required for 
companies new to the 
school. 



Deadline for Own Placements 

• Own placements paperwork in by Friday the 
10th of May please. This gives students all the 
Christmas and Easter holidays plus some extra 
time to find something they would really like 
to do.  

• It also gives the coordinator time to go out 
and do all of the Health and Safety checks 
before students go out on placement. 



‘School’ placements 
• These are providers that have worked with the school 

before and are happy to accept approach letters from 
students. The coordinator can usually guide students 
towards one of these placements after ascertaining 
their genuine interest. Placements where a student has 
a genuine interest in the placement area are always the 
most successful, so student motives for asking for a 
particular place are examined closely. 

• Sometimes “Because it is next door and I can spend an 
extra hour in bed” or “I can’t think of anything else” are 
honest  answers, but not good reasons to spend two 
weeks in an unfamiliar environment. In this case the 
coordinator will try to find out what the student really 
wants to do and help them look for something more 
appropriate.  



Companies not to be approached 

• There are some companies that do NOT wish to 
be approached by students/parents and will only 
take students recommended by the school as 
they have particular requirements of the type of 
student they feel will be suitable for their 
business. 

• Students will be made aware of these companies 
which  include; 

• Waitrose/MediVet/Hunts Community 
Radio/Leeds Day 

• All local primary schools (no ex-pupils) 



Health and Safety at work 

• The coordinator is a RoSPA/iosh qualified risk 
assessment auditor and will visit each placement 
provider to check that it is safe for our students 
to be there. 

• For placements out of county, or where children 
are working with close relatives, a disclaimer 
form can be signed by parents. 

• All providers are obligated to sign a safeguarding 
children form which outlines basic child 
protection policy. 



CVs 

• CVs should  have already been written at the end of 
Year 9. The coordinator will help any student whose CV 
needs some work to get it just right. 

• Everyone will write a CV whatever their placement 
circumstances. CVs are sent out with letters. 

• CVs are constant working documents. Students will 
need one to apply for; 

• Employment\apprenticeships  

• St Ivo Sixth Form 

• Other places of further education 



Letters  
• Everyone writes a letter. In their letter, they will request an 

interview. Some providers prefer emails, but these, as well 
as letters will have to be checked for spelling, grammar and 
appropriate content by a member of staff.  

• If they have an own placement, their letter is to thank the 
employer for offering them the placement, and to arrange 
an interview. 

• If they have a school placement, their letter is to introduce 
themselves and arrange an interview. The employer will be 
expecting a letter from them. 

• The coordinator is always available at lunchtimes to help 
students write their letters. There are templates available for 
students who want to do the letters on their own, but would 
like a little guidance. 



Interviews  

• All students should have an interview, as it is an 
opportunity to experience something that they 
will have to face in the future and will be good 
preparation. 

• Interviews, as well as letters, are their chance to 
impress the employer. 

• Students should dress smartly or in proper school 
uniform. 

• Yellow forms are signed by the employer at the 
interview. 



Four Way Agreement Form 
deadline Friday 21st June 2019 



Job description 

• Before their interview, students will be given a 
job description. 

• This will tell them and you; 

• What their duties and working hours will be 

• How they should dress appropriately for the 
work 

• Make clear any health and safety issues 



At work 

• Students will have a health and safety induction. 
• After a few days, the school will ring the 

employer to see how they have settled in. 
• They will fill in a work book during the placement 

to record their thoughts, achievements and 
progress. 

• Students will be visited at their placement by 
their form tutor or another member of staff who 
knows them. If, for any reason, it is not possible 
to visit, another phone call will be made to check 
that all is well with the student. 



Feedback Day 

• On Monday 15th , when students return to 
school, they will spend lessons 1-3 carrying 
out these activities; 

• Filling in a placement Feedback form and 
sharing their experiences with their peers 

• Writing a thank you card to their employers 

• Writing a Summary Statement of their Work 
Experience and updating their CV 

 



Any questions? 

• Please feel free to email the coordinator with 
any queries you may have and your questions 
will be answered as soon as possible. 

 

• dcarpenter@stivoschool.org 
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