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Experiencing the World of Work – Student Procedure Sheet

1. Look through the contents of this pack to familiarise yourself with what you will need to do.

2. Select appropriate employers as possible placements and try to find something out about them. Unless you know the employer already, write an appropriate letter (see page 9 for an example). You may need a supporting letter from Lincoln UTC to accompany your letter (see page 7 for an example). Keep records of who you write to and copies of letters sent.

3. When you hear from an employer make a note. If the employer expresses an interest, follow it up. Phone the contact or write again saying you would like to arrange an interview at an appropriate time that is convenient to them. At this point think carefully about what you want to do on the placement. Make a plan of things you want to achieve so you can discuss them at an interview. 

4. If you hear nothing from any of the employers who you have written to after four weeks, try to find out what has happened. Note any phone calls and responses also note rejection letters.

5. Provide Mrs Doughty with a completed copy of the placement form as soon as possible after you have a definite place, there will be a box in reception for you to leave your forms. If more than one company offers you a place complete extra placement forms and hand to Mrs Doughty. Also mention it to an interested friend but ensure Mrs Doughty knows if your friend is going to follow it up.

6. Once you have handed in your placement form and our Health & Safety Consultants (EBP) have checked that the employer meets Health & Safety and Insurance requirements you will receive a booklet called ‘Experiencing the World of Work – Student Guide’. The booklet will help you make the most our of your placement along with explaining in more detail what you need to do before, during and after your placement

7. If you have got this far, Well Done! You have already used a considerable number of work related skills and developed your initiative.

8. Ensure you get maximum benefit out of your placement.

Independent Guide to experiencing the world of work

Why experience the world of work?
Many of you may well have already experienced the world of work in some form through casual or part time employment and know how to relate the knowledge and skills you have gained to practices in the workplace e.g. time keeping. 

Experiencing the world of work is a chance for you to find out more about yourself and how you cope when faced with a new environment and dealing with lots of new people. 

Whilst some students find that it is a refreshing break from academic study, other students choose placements that extend their training and knowledge in a particular subject area. However you see the experience of the world of work and whatever type of placement you select, you can be sure, places of Higher Education and potential employers will view it favourably and you never know, it might even change your whole life plan.

How can this guide help you?

Finding your own placement is often the best way of ensuring that you have an interesting and useful time whilst experiencing the world of work. This guide will help you decide what kind of placement to aim for. It will take you through the stages of finding a suitable placement and will help you to organise with your placement supervisor what you want to get out of the placement and what you need to do next.

The first step is to decide what kind of placement to aim for:

To help you narrow your ideas down, list any possibilities under the following questions. Try and answer the questions if applicable as fully as you can.

· Do you have a definite career plan or a specific area of work you would like to sample before you commit yourself further?

· Would you like to link your placement to a particular subject you are following at Lincoln UTC?

· Do you have a hobby or interest that could lead you to a particular type of placement?

· Is there a member of the family whose job you would like to find out more about?

· Do you have an existing part-time job with a company but would welcome the chance to explore other areas of the business?




Before going any further you need to establish the kind of placement you would like to go for and perhaps indicate a reserve in case your first choice proves difficult to arrange.

My first choice of work placement would be ____________________________ 

because________________________________________________________

If I cannot do this I would like to_____________________________________

Ways of making contact

Once you have decided what kind of placement you want, the next thing to do is to prepare a list of companies/organisations that would meet your requirements.

You will need to:

· Find out the name and address of the potential work placement;
· If possible find out the name of the personnel officer or the manager so you can write to him/her directly;

· Leave space on your list to note down which companies you approach and what response you receive.

Here are some suggestions for how to go about getting that list of names and addresses:

· Use the worksheet from Innovation sessions to record your research
· Look through a website directory under the appropriate section
· Consult local papers and look through actual job advertisements to find out something matching what you would like to do
· Keep your eyes open and look around your local area for any places that might be able to offer you a suitable placement
· Ask parents, friends and family if they can suggest anywhere
Work Placement
Writing your letter of introduction

1. Check how to set out a formal letter and do it correctly (see page 12 as a sample letter)

2. Try to have a named person from each of your potential employers to address your letter to. If you cannot get one aim high and address it to the Managing Director or equivalent.

3. Include in your letter, information which may be of use/interest to the employer:

· Education and subjects now being studied

· Any previous experience of the world of work/part time jobs

· Outside interests

· Why you have chosen to apply to that particular employer. If possible give an indication that you know something about the employer

· What you hope to get out of experiencing the world of work

· The name of at least one referee e.g. your tutor 

4. Try to keep the letter interesting, accurate and to the point.

5. Do not write more than 2 sides of A4.
6. The sample letter on page 9 should be used as a guide for your letter to potential placements.
7. Check your letter for accuracy. Word-process the letter if possible, however, you may choose to hand write the letter, if so make sure it is legible.

8. Keep a copy of your letter, and note when you sent it on a checklist.

Planning your Programme

Once you have received confirmation either verbally or in writing that an employer is offering you a placement, it is a good idea to phone to arrange a time to go to the employer’s premises and plan a programme if requested to do so. It is also a chance to find out how to get to the place and how long it will take you to travel there.

Obviously you will have to fit in with the plans of the employer and it may not be possible for you to do exactly what you want but most employers offering placements will be pleased if you can offer some indication of what you would like to do.

Go through the following questions to help clarify things in your own mind:
Would you like to watch or ‘work shadow’ a particular person in the company/organisation?

Is there one area or a particular job that you want to concentrate on or would you like to get experience of different roles and jobs?

What skills in particular do you want to practise and develop?

Questions you must know the answers to before you start

The name of the person who is supervising you?

Dress requirements?

Where to go on your first day?

Start and finish times?

Lunch arrangements (do you have to take your own lunch)?

Dear Year 12 Parent(s)

Year 12 Work Experience, 11th July to 15th July 2016

I would like to draw to your attention that from 11th July to 15th July inclusive, Year 12 students will undertake a week of work experience.

Work experience is a key part of our students’ education in learning about the world of work and should be an enjoyable exercise for them. At Lincoln UTC we are completely committed to making sure students gain the most from their week of work experience and every effort will be made to support your son/daughter in their placement. To support this process, in the weeks running up to May Half Term, the Y12 students will be immersed in a Work Experience exploration programme through their timetabled Careers sessions in the UTC which encourages them to think about the expectations they have of Work Experience and how best to make use of this opportunity. They have already begun preparing for this in Careers lessons by creating presentations based on what their expectations of work experience are and how they can best prepare for their placements.

As part of this process, all Y12 students will be having a Careers Interview with me of one of our external advisers from Nottingham Trent University after Easter to explore their career ideas at this point and to discuss work experience one-to-one. Once your son/daughter has had their interview, there will be a copy of the Action Plan sent out to you shortly after alongside a Careers Handbook detailing what has been covered in the careers curriculum so far. We will also enclose a Work Experience Support Pack, which has all the information needed for the creation of cover letters/ emails to search for work experience placements. You may then wish to use this as a springboard for discussion about work experience. 

It is with this in mind that we encourage students to take the initiative through their Careers sessions and independently research placements in their chosen field of work. This is also why we have launched Work Experience in the Spring Term of Year 12 – to give students plenty of opportunity to explore their options for placements over the forthcoming weeks. We understand that in some occupational areas this is very difficult and therefore full support will be available from me and from all the UTC staff in making sure your son/daughter locates an appropriate, meaningful placement. Location choice for the placement is the student’s responsibility, and we will encourage them to choose realistic placement which they can travel to as part of the process of learning about independent living. On the last page of the Work Experience Support Pack is the Work Experience Pro Forma, which you child must complete advising us of their chosen placement. These must be returned by 30th May at the very latest to ensure we can conduct a full risk assessment for the placement.
As you know, at Lincoln UTC we offer a wide variety of work inspiration trips and visits as part of the core curriculum, which comes out of the UTC budget. We must meet the legal requirements for students undertaking work experience which includes the undertaking of a Risk Assessment on the placement and the checking of the Employer’s Liability Insurance. In order to fully ensure the health and safety of your child 

Whilst on work experience, we are asking for a parental contribution of £35 per placement to cover the costs of these risk assessments and checks. This is the same fee charged by the company we have engaged to make the risk assessments, and even if your child is looking at an out-of-area placement (which costs more) we will not ask you for more than this one charge per work experience placement. We should explain that the children of parents who do not contribute will not be treated differently to other children.
We will endeavour to make sure ‘so far as reasonably practicable’ that a placement meets the legal requirement. However, if this is not possible then unfortunately we cannot authorise a placement. There will be no exception to this decision as the safety of our students is of paramount importance. Once a Risk Assessment has been completed by a Health & Safety Consultant, you will be sent a copy. 

The payment of £35 should be handed in to the UTC Administration Office for the attention of Mrs. Walker by Friday 1st July 2016 at the latest.  
As work experience is part of the UTC’s curriculum, all Year 12 students are expected to participate fully in the work experience programme. If a work placement is not for a full week, your son/daughter will be required to attend the UTC where work will be set.

If you have any questions regarding the work experience week, please do not hesitate to contact me at adoughty@lincolnutc.co.uk
Yours sincerely,

Mrs A Doughty

Head of Careers and Industrial Partnerships
Supporting letter to employers










Lincoln UTC










Lindum Road










Lincoln











LN2 1PF










Date: 

Dear Employer,

Re: Experiencing the World of Work

At Lincoln UTC we encourage students to demonstrate initiative to find and arrange their own Work Placements. We try to make sure students find themselves work placements which they feel will be of interest and benefit to them. 

Within this process, support is offered to employers who accept students on a work experience placement. This may be as simple as suggesting appropriate activities.
If you were able to offer a placement to a Lincoln UTC student we would be most appreciative. We would strongly advise you meet with the student before the placement to discuss your mutual expectations and organise a timetable for the week.

Of course students undertaking any experience of the world of work must be covered by appropriate Employer’s Liability Insurance. If you were able to offer a student a placement then I will follow this up at a later date.

Thank you for taking the time to read this and we hope any placement you arrange will be a mutually beneficial experience. If you require any further information before offering a placement please do not hesitate to contact me at Lincoln UTC on 01522 775990 or email at adoughty@lincolnutc.co.uk
Yours faithfully

A Doughty
Aggi Doughty
Head of Careers and Industrial Partnerships
Experiencing the World of Work – Record Sheet
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Student’s Work Experience Sample Letter

Mr P Taylor







121 Beech House

Managing Director






Green Fields

Stacks Building Enterprises




Greenwood

Woodgrange Road






Lincoln

Lincoln







LN2 0QZ

LN1 4PZ










Tel: 01522 123456

11th April 2016 
Dear Mr Taylor,

I am a 17-year-old student at Lincoln UTC. I would very much like the opportunity to undertake a one-week work placement with your company from the 8th June 2015.

Currently I am studying BTEC Engineering and Maths A Level, with Engineering being my strongest subject. I would like to find out how a business is run and am particularly interested to know more about how your company operates. I know you undertake specialist work for local authorities and UTCs, as well as employing a number of self-employed people. I know that you are a family business and operate all work from a main office with a small staff team.

I have good computer skills and enjoy working with numbers. I am interested in a career related to accounting and am keen to learn more about this type of work. I would like to observe work practice in your office and undertake some work as well as shadowing some of your staff. I realise it may not be possible to organise all this. I hope to be an asset to your organisation during the placement.

I would be very keen to come and talk to you about the possibility of a placement and discuss some activities that I could get involved in. As part of my experience of work I will need to undertake a project, maybe I could discuss with you undertaking a project that will be useful to your business. If you would like more information about students undertaking work experience at Lincoln UTC, please contact Mrs Doughty, Head of Careers at Lincoln UTC, Chad Varah House, Wordsworth Street, Lincoln LN1 3BP. Tel: 01522 775990 or email at adoughty@lincolnutc.co.uk  
I look forward to hearing from you in the near future and thank you very much for taking the time to consider this letter. I hope you will be able to provide a placement for me for which I would be most grateful.

Yours sincerely,
Joe Bloggs
Work Experience Pro Forma

Please complete with as much information as possible. 

Return to Mrs Doughty (Head of Careers) by Friday 29th April 2016. 
Or by 24th April if an Out of Area Placement.
	Student Name:


	

	Employer’s Business Name


	

	Business Address


	

	Telephone number
	

	Email Address
	

	Person responsible for supervising student
	

	Any other relevant information


	


Please note that by returning this form the UTC will notify EBP of the placement and the relevant checks will start.
Work Experience FAQ:

Q:
When is Y12 Work Experience?

A:
Monday 11th to Friday 15th July inclusive.
Q:
Do I have to do Work Experience?

A:
As a member of the UTC you are expected to go on a work experience placement in Y12. This is a compulsory element of your studies here, and is intended to give you practical experience of the workplace, as well as providing excellent material for UCAS and Apprenticeship applications. You may also choose to go on other voluntary work experience over the UTC holidays, but we are giving you this week of UTC time for those who cannot do this for a variety of reasons.
Q:
Why do we have to pay for Work Experience?
A:
The UTC has a legal responsibility to ensure your health and safety while on work experience. We also want to encourage you to think big when it comes to choosing your placement, and not be limited by not being able to go into potentially dangerous environments such as factories or laboratories. We have taken on a local EBP (Education Business Partnership) to complete a full health and safety check undertaken by a NEBOSH trained Health and Safety Advisor on all the placements you find, firstly so that you are safe while there and secondly so companies feel reassured that the health and safety aspect is covered as they can be uneasy about taking younger students into the workplace. Health and safety is the biggest reason for companies saying no to a placement, and by using EBP we are minimising this risk. EBP charge a minimum of £35 per placement, per student. The UTC does not ask you to contribute towards the many trips and visits you enjoy as part of your courses and extra-curricular work here, so we are asking that you contribute towards this one-off contribution to keeping you safe on work experience.
Q:
What do EBP do?
A:
An EBP Advisor will go out to each placement and check the company has Employer Liability Insurance in place, and they go over all of the company’s health and safety documentation in detail to ensure the environment is managed effectively enough for it to be a safe place for a pre- or post-16 student to be in. Many companies have extensive health and safety documentation (think Siemens!) and EBP go through this with the company. EBP then produce a job description agreed with the company which details all the activities you will be involved in on placement and the controls in place to mitigate risk. There is also a Student/ Parent Agreement for you and your parent/guardian to sign, which is a summary of the health and safety aspects of the placement in that company. You are asked to sign this to show you agree with what you are being asked to do in the job description, and that you are aware of the hazards identified and agree to follow instructions both in the workplace and detailed in the Agreement to minimise those risks. For example, on the recent Y10 work experience at RAF Digby, the students were limited from climbing higher than 90 feet up a radio mast because of the EBP risk assessment. All the EBP Assessors are fully qualified, NEBOSH trained Health and Safety Assessors and specialise in assessing workplaces for people under 19 years of age. In addition they have many years’ experience of assessing workplaces and know how to accurately assess and minimise risks to young people.
Q:
Will I have to pay if I receive free school meals?

A:
No. If you fall into this category then the cost of your health and safety check will come directly from the money the UTC receives for you. If you think you might be eligible for free school meals, please ask Mrs Walker in the finance office to send you the relevant forms for you and your parents to complete.
Q:
Do I have to find my own placement?
A:
It goes without saying that the UTC will support you to find a meaningful placement, but it is much better if it is one you are interested in and involved in choosing. As part of this you will have a careers interview with Mrs Doughty to discuss your ideas, but don’t wait until this to start thinking about a placement and contacting employers! EBP also have a job bank we can use for unusual placements and Mrs Doughty will show you how to use this if you are stuck for inspiration.
Q:
Can more than one person go to the same placement?
A:
Yes, within reason and depending on the placement. For Example, Siemens usually offer us multiple placements, but there is an application process. If you do go with another student to a placement, you may not see very much of them as you will probably be experiencing different work areas on different days.
Q:
What happens if I miss the deadline of 29th April to hand my placement form in?
A:
We cannot guarantee the placement unless we receive your form by 29th April. This is to give EBP the necessary time to complete the health and safety checks. If we can’t guarantee your safety on a placement, we can’t let you go.
Q:
I’ve found a placement, but it’s only for a few days, not the whole week. What should I do?
A:
You can try and find another placement to make it up to a full week, but if this is not possible you can come to the UTC and complete course work on the days you are not on your placement. If you stay at home this will be recorded as an unauthorised absence.
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