
October 2018                           
 
Dear Parent/Carer 
 
Y10 Work Experience Programme – Monday 15th to Friday 19th July 2019.   
 
All pupils in Year 10 are expected to participate in the work experience programme as 
part of their work-related learning education. During this time, they will be given an 
‘experience of work’ in general terms – to observe how industry, commerce and public 
service organisations operate, develop communication skills and understand the 
behaviour expected in the workplace. In other words, getting a taste of ‘real work’ and 
general employment skills rather than specific job training.   
 
As placements are increasingly difficult to obtain, pupils are initially encouraged to use 
their initiative and take responsibility in finding their own work experience.  To do this 
effectively it is vital that they start approaching employers as soon as possible.  Many 
larger companies advertise their placements around this time and competition for places 
can be high as other schools also offer work experience during July.  Once a placement 
has been found and agreed, the employer will need to complete an ‘Employer Placement 
Form’, available on the school website, which must be returned to me by Friday 5th April 
2019 at the latest.  
 
You may be able to help your child by recommending possible placements via your own 
contacts. If you, or anyone you know, may be willing to offer a placement, please get in 
touch with me or complete an Employer Placement Form.  Even if the placement offered 
is not suitable for your own child, it might be a great opportunity for somebody else’s.   
 
Employers are legally responsible for the health and safety of your child whilst they are on 
work experience and must have valid Employers Liability Insurance (ELI) cover and Public 
Liability insurance in place, together with a risk assessment, to participate in our 
programme. We regret that we are unable to take up offers of work experience from 
organisations without such cover.  The Work Experience Administrator will check with 
employers that the appropriate insurances are in place before the start of the placement. 
If the insurance details cannot be confirmed by the start of the placement, the placement 
will be refused and an alternative placement will need to be found immediately. Please 
note that this includes placements with parents and family.     
 
Any person offering work experience that does not have existing ELI (for example sole 
traders) must take out ELI for the duration of the work experience in order to be covered.  
Employers may ask you to cover the cost of this. There are ELI exemptions for certain 
family businesses; please contact me for guidance if you are unsure whether this applies 
to you.    
 
If your child genuinely has difficulty finding their own work experience, they will be able 
to access placements that I have secured via a ‘job board.’ The board will ‘go live’ in the 
spring term and pupils will be provided with instructions on how to apply for these 
placements in the New Year. The job board can be found in the Careers Suite and in the 
Middle School – they are both identical and updated regularly once ‘live’.   
 



Job board placements are considered after consultation with employers, Progress Directors, Form Tutors 
and the Attendance Officer however, the final decision as to where a pupil is placed will rest with the 
school.  
 
It is important that pupils regularly check their school email address, as this is how information about 
their work experience (including their allocation) will be communicated to them – it is up to them to 
share this with you.  Placements via the ‘job board’, will be allocated in the summer term and once 
offered, pupils will not be able to change it.  Please ensure that your child reads the work experience 
placement details, contacts the employer and responds to any requests for visits/interviews (outside of 
school time) and CVs.  Employers will have been notified of their respective Work Experience pupil and 
will be expecting this communication.   
 
Pupils will be visited or called by a member of school staff during their placement in order to talk to both 
them and their supervisor to monitor and review their progress. In addition, pupils will be given a 
logbook, one per placement, to log and record their experiences.  These logbooks should be handed to 
their form tutor when they return to school. 
 
Whilst on work experience, pupils are a representative of Northgate High School and as such, we expect 
the highest standards of punctuality, attendance, good manners, appearance, behaviour and reliability.  
Work experience is a vital part of your child’s compulsory education and as such it is not acceptable to 
arrange for time off during this period without seeking permission from the school through the 
completion of a Leave of Absence Form.  
 
A Work Experience Guide, along with other relevant documentation, is available on the Northgate 
website in the Learning/Preparing for the future/Work experience section. Alternatively, paper copies are 
available on request. It is recommended that you read this guide with your child to ensure they 
understand the work experience procedure and what is expected of them once they are on placement.   
 
Once you have read all the relevant information, you will need to complete and return the enclosed 
consent form as soon as possible but by Friday 18th January 2019 at the latest.   
 
If you have any questions regarding any aspect of work experience, please do not hesitate to contact me 
on 01473 210123 or email: workexperience@northgate.suffolk.sch.uk. Please note that I work part time, 
so you may not receive an immediate response – I will respond as soon as possible.   
 
Thank you in advance for your support of the work experience programme and I wish you and your child 
success in finding a placement.   
 
Yours faithfully 

 
 
Mrs L Baxter 
Work Experience Administrator 
 
Enc: Consent Form, Employer Placement Form 
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