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Dear Pupil

Next July you will be expected to take part in the Northgate work experience programme as 
part of your work-related learning education. Between Monday 16 and Friday 20 July 2018 you 
will work with an employer for a short, unpaid period of time to experience the ‘world of work.’ 
You will see how industry, commerce and public service organisations operate by observing and 
participating in real duties alongside regular employees. You will learn the disciplines of the 
workplace, such as attendance, time-keeping, regulations and the importance of teamwork. 

It is a good opportunity to see what employers and universities look for and how the subjects 
you study in school link into certain jobs. The experience can help you to improve your CV and 
may also help you to decide what you would like to do in the future. You can think about jobs you 
had not considered before and the skills and qualifications you might need to do them.

You will need to use your initiative and look for your own work experience placement. This 
means you can select a placement to suit your own particular interests. Family and friends who 
have direct contact with businesses may be able to help you by setting up placements within 
their own organisations.

Make good use of the school holidays and approach employers to see if they will take you for 
work experience. Refer to the Work Experience Guide to get some ideas and tips on how to do 
this. You will receive additional support from assemblies, careers lessons and myself, during the 
process. 

When you have found a placement that will take you, the employer will need to complete an 
‘Employer Placement Form’ (available on the school website) by Wednesday 28 March 2018 and 
return it to me, so that the relevant health and safety checks can be carried out. 

If you genuinely have difficulty finding your own work experience, you will be able to access 
placements that I have secured via the ‘Job Board.’ The board will ‘go live’ in the spring term 
and you will be provided with instructions on how to apply for these placements in the new 
year. These placements are very limited, not necessarily in your field of choice and offered on a 
first-come, first-served basis. The job board can be found in the Careers Suite and in the Middle 
School – they are both identical and updated regularly once ‘live’.

Parent/carers must give permission for you to take part in the work experience programme by 
signing and returning the Parental Consent Form before Friday 19 January 2018. You will not 
be able to apply for placements without it. Information will be sent to parent/carers this week 
informing them of this.

Please see the Northgate website for further information on the work experience programme 
and links to the Work Experience Guide, Parental Consent Form and Employer Placement Form. 

If you have any questions about your work experience, please see me in A23 on a Tuesday or 
Wednesday or email me at workexperience@northgate.suffolk.sch.uk. Please note that I only 
work part time, so you may not get an immediate response – I will respond to any messages or 
emails as soon as I can. It is important that you regularly check your school email address, as this 
is how information about your work experience will be communicated to you.

Yours sincerely
 

Mrs L Baxter
Work Experience Administrator


