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Work Experience Timeline
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What is Work Experience?

Read one section at a time. Do the tasks in order.
If you already know the kind of placement you want, jump to ‘Researching
a placement’ and ‘Contacting employers’.
Keep this booklet safe. Use the spaces to write your ideas and answers.
Ask your tutor, PSHCE teacher, Head of Year, Mr Sutton (Careers Lead) or
Mrs Krzyzosiak (Careers Coordinator) if you need help.

How to Use This Booklet

Work experience is a chance to do real work tasks in an actual workplace. You’ll
get to experience normal work hours, workplace conditions, and the rules that
employees follow.

Depending on the placement, it’s also a chance to learn more about a career
you’re interested in.

Try out the world of work and meet people of different ages.
Decision‑making: see what it’s like in real workplaces (shops, offices,
workshops and more) and decide if a career is right for you.
Confidence: being part of a team and completing tasks can build your
confidence.
Link to school: see how your school subjects connect to skills used at work.
New skills: discover your strengths, talents and interests, and build
employability skills.
Networking: meet people in different jobs and learn what skills or
qualifications they needed.

Why is Work Experience Important?
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How do you get a Work Experience placement?
Your work experience placement is probably your first real step into the world
of work. It is understandable that you might feel a little nervous before you
start. The key to combating those nerves is preparation. Here is a step-by-step
guide to help you get out of the starting blocks and get the most from your
experience. Do not worry if you are still not sure about the kind of career you
want. Work experience is a great way of trying out a career to see if it is right for
you. 

Before you start to investigate specific careers it can be helpful to think about
what you like to do and where you feel your strengths lie. 

Ask yourself the following questions: 

What are my favourite subjects at school?

What subjects am I good at and which ones do I find more difficult?

What do I enjoy doing outside of school? Could I turn my hobby into a
career?

What jobs have I heard about or seen other people doing? Could I see
myself doing any of these jobs?

If you’re still unsure, do the quizzes on the following pages. They suggest
careers based on your strengths and interests.
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Careers and Job Quizzes

www.prospects.ac.uk/planner

Click on the link. Use your school email address to register, then complete the
quiz to find your careers matches.

What are your top 10 matches?

1.dog

2.dog

3.dog

4.dog

5.dog

6.dog

7.dog

8.dog

9.dog

10.

Prospects Career Planner
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Careers and Job Quizzes

www.ucas.com/explore/career-quiz

Click on the link and then complete the quiz.

What job roles have been suggested?

1.dog

2.dog

3.dog

4.dog

5.dog

UCAS Careers Quiz

You can also browse the UCAS Careers page. Click on the link and make some
notes below.

www.ucas.com/explore/career-list
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Name of Company
Contact Information

Name/Phone No./Email
Reply:
Yes/No

Researching a work experience placement
Talk to family and friends about places that might take on work experience
students. Search online for local companies. Aim for 5–10 options because not
all will say yes.

Make a note of any companies and contact details using the table below. 
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Contacting Employers
When you have found several companies, you then need to contact them. You
can do this by email, phone or letter using the templates below.  

Personalise the parts in [brackets]. Keep it polite and clear!

Work experience email template

Dear [Name] / Dear Sir or Madam,

I am a [15‑year‑old] Year [X] student at The Trafalgar School at Downton. I am
writing to ask if I could do a work experience placement at [Company Name] on
[insert date/s].

I am very interested in getting practical experience in [field], because [brief reason
— e.g., I enjoy designing and I admire your projects]. I am [list 2–3 qualities, e.g.,
friendly, reliable, hard‑working]. My interests include [interests relevant to the
placement].

I would be very grateful if you would consider me for a work experience
placement at [Company Name]. I can provide any other details you need.

Yours sincerely,
[Your Name]
[Your email and phone number]

Work experience telephone template

Hello, my name is [X] and I am a Year [X] student from The Trafalgar School at
Downton. I’m ringing up regarding a possible work experience placement on
[date/s]. Would it be possible to speak to the person responsible for this?

If you are told they are out / busy, ask politely for their name and contact
number so that you can ring back another time, and write these details down.
You probably will not get an answer straightaway so be ready to give your
contact details. 
Ask how you should go about arranging the placement. Explain that there is
some paperwork that must be completed that will be sent to them via email.
If you do not get a reply within 5 working days, phone up the company and ask
again.
If you are successful ask for the full name, email & telephone of the contact as
well as the address of the company.

Thank the person for their time (even if they cannot offer you a placement).
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Work experience letter template

[Your name]
[Address] 

[Postcode]
[Date]

[Employer’s name]
[Full address] 
[Postcode]

Dear Sir/Madam [or name],

I am a [15‑year‑old] Year [X] student at The Trafalgar School at Downton studying
[GCSE subjects]. I am writing to ask if I could do a work experience placement at
[Company Name] on [date/s].

I am very interested in getting practical experience in [field], because [brief
reason]. I am [2–3 personal qualities]. My interests include [relevant interest(s)].

I would be very grateful if you would consider me for a work experience
placement at [Company Name].

Yours [sincerely/faithfully],

[Your Name]

Once a company agrees to take you on as a work experience placement it’s
time to.......

CONFIRM
‌YOUR

‌PLACEMENT!

CONFIRM
‌YOUR

‌PLACEMENT!
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How to enter a work experience placement on Connect
You will need to log in to the Connect Learner Portal. Following the Launch
Assembly in school, you will have been sent an invitation email containing a
link to enable you to access Connect.

Check your school email for an invitation email (check junk/spam folder too) or
click here wes.ceconnect.co.uk/login. Follow the guide below for instructions
on how to access the Connect Learner Portal.

REMINDER: You must have the following information to hand before going on
to the portal;

Contact name of employer 
Employer’s address including postcode
Employer’s Email address 
Employer’s Phone number

Step 1: Receive Connect invitation email

Click the link in the email. 

On the login page, if it doesn’t log you in immediately, enter your username
(your school email address) and then click ‘Forgotten your password?’ to set a
new password (a reset link will be emailed to your school email address - follow
the instructions to set up a new password).
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Step 2: Log in to Connect

Enter your school email address and password and click on ‘Log in to Connect’.

You will then have logged into the Connect Learner Portal as shown below:
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Step 3: Submitting Work Experience Placements

Use the ‘Submit Self Placement’ section found on the homepage.

You will then be shown the following screen which will allow you to in put your
work experience placement details.

Click here

Complete each step of the process to submit a work experience placement. It
is very important that you record the employer details correctly, especially their
email address and telephone number, as we will need to be able to contact
them to verify and authorise the work experience placement.

Once the placement has been submitted, it will go through the appropriate
safeguarding and risk assessment checking process, which the Careers Team
will take care of. You can check back at any time on your Connect Learner
Portal to see the status of the work experience placement.

If you have any questions please contact Mrs Krzyzosiak, Careers Coordinator,
l.krzyzosiak@trafalgar.wilts.sch.uk.
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Before and during your Work Experience Placement...

Do:
Keep busy and show enthusiasm. People will help more if you look
interested.
Complete tasks as well as you can. If you work hard, you may get more
responsibility.
Ask questions whenever you’re unsure - it’s OK to ask.
Take responsibility and use your initiative (think for yourself).
Try to meet your goals for the week. If not, ask your supervisor for tasks that
will help you achieve them.
Think about what you learned each day - about the work and your role.

Don’t:
Expect to be treated like a child. You’re in an adult workplace - be
respectful.
Treat it like a holiday from school. Teachers will check in with your
placement by phone or an in-person visit.
Walk away if there’s a problem. First, tell your supervisor what’s wrong. If
that doesn’t fix it, tell your parents/carer and let the school know.
Safety: follow all safety rules. Report any accident or issue to your supervisor
straight away.
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