TELEPHONE PROMPT SHEET

Below are a list of prompts to help you when you phone your employer about your work experience placement. 


1. Think about what you are going to say before you dial the number.

2. Ask to speak to the person, whose name is given as your contact on your placement sheet.

3. Say: 

   “ Hello. This is …………… I’m a Year 11 student at Longhill High

     School. I’m due to start my work experience with you on

     October 18th. Please can you tell me if there is anything I need

     to know before I start or would you like me to come for an interview before I start (if so arrange a time and date).”
4. Write down any information you are told.

5. Don’t be afraid to ask for something to be repeated.

6. Check the starting time and place (if this has not been mentioned already), say:

“My details say that I should start work at ……., is this right?”

“Should I go to ……….?”
Check lunch arrangements, dress code and if there is anything you need to take. 
7. To finish the conversation say:

“Thank you very much, I look forward to meeting you, goodbye”

Before you make your call you will need:





Your placement details (the phone number and the name of your contact person)





A pen and something to write on, in case you are given


     important information you will need to remember.








