
 
 
October 2018 
 
Dear Sir / Madam 
 
Re: Work Experience - Monday 15th to Friday 19th July 2019 inclusive 
 
As the Work Experience Administrator for Northgate High School, I am writing to local businesses 
to ask if they would be willing to offer a work experience placement to one (or more) of our Year 
10 pupils as part of their work-related learning.   
 
I appreciate that these are challenging economic times and it is difficult for businesses to devote 
the time and resources to helping a young person get the most out of work experience. However, 
I would urge you to give it some consideration and recognise the benefits in offering a placement.   
 
The UK is currently experiencing a skills shortage and this is especially acute in some industries. 
Work experience is an ideal opportunity to raise the profile of your business sector and bridge the 
gap between education and the world of work. In offering a placement to one or more of our 
pupils, you would be actively involved in developing their occupational knowledge and 
understanding of the key skills, attributes and qualifications needed to secure and sustain 
employment in the future. 
 
Time in your workplace gives pupils valuable practical experience and is a crucial stepping-stone 
in their future decision-making. Pupils are able to witness first-hand what employers look for 
when they want to employ someone, and how the subjects they study in school link to particular 
jobs. 
 
Offering work experience can also bring you a number of benefits as an employer: 
 

 Investing in young people brings commitment and loyalty; better staff retention 
helps maintain productivity and reduce recruitment costs. 

 Develop your current employees by involving them in the placement and providing 
potential management opportunities. 

 Young people can bring a new perspective and fresh ideas, which may open up new 
and emerging markets for the business. 

 Increase your understanding of modern learning processes and current educational 
qualifications. 

 
I am keen to build links between Northgate High School and employers of all sizes, across all 
sectors, who are willing to provide quality placements and help our pupils make the successful 
transition from education to work.  Sadly, only 27% of UK businesses offered a work experience 
placement last year, meaning that pupils can find themselves in a ‘Catch 22’ situation when they 
leave school – they cannot get a job without experience and cannot get experience without a job.  
I hope that by developing these links we can engage, inspire and inform young people about what 
working life is really like, to ensure that this does not happen with our pupils.  
 
Taking a pupil for work experience is straightforward and is not as restrictive as you may think. 
‘Health and Safety’ or ‘Confidentiality’ are often incorrectly used as a reason to stop what are 
essentially sensible activities going ahead. I encourage a common sense approach and have put 
together a handy guide on our website to help you undertake work experience effectively, with 
the maximum benefit to your organisation and the pupil. 
 
 
 
 
 
 
  



 
If you are interested in becoming involved with our Work Experience Programme, please 
complete and return the enclosed ‘Employer Placement Form’ as soon as possible.  You will need 
to confirm you have valid Employer and Public Liability insurance cover during the process. A 
separate risk assessment is not required specifically for work experience pupils, as long as your 
existing assessment already considers the specific factors for young people.  
 
I hope that you will support our work experience programme and I look forward to hearing from 
you in due course. Please do not hesitate to contact me if you should have any queries. 
 
Yours faithfully 

 
 
Mrs L Baxter 
Work Experience Administrator 
www.northgate.suffolk.sch.uk/learning/preparing-for-the-future/work-experience-2/. 
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