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Introduction to Work Experience 2006
This work pack is designed to help you to gain the maximum benefit from your work experience placement.

You are asked to record what you have done and learnt each day; make this record as full as possible so that you can look back at the work when you return to school.

On completing a successful work placement you will be awarded a work experience certificate, which can be included in your Record of Achievement folder.

This work pack will also be used to develop information for the careers library, so keep your work neat and easy to read.

Good luck!
Headteacher

Mrs S Brown
Why Work Experience?

There are many reasons why Key Stage 4 students go out of school on Work Experience.  All are good reasons but some have greater importance for some students than others.

Which of these is the most important for you?

To find out, first hand, about the differences between school and work.
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To meet different people

To associate with adults

To see how people get on together at work

To see how people manage other people

To learn about a particular job

To increase self-confidence

To find out how organisations work

To try a job to see if it suits you

What we expect from you.

When you are on work experience you will be treated as an employee and therefore expected to behave like one.

You will be expected to work a full day; usual times will be 9am to 5pm

You will need to be punctual, attend every day, dress appropriately (same as other employees), show enthusiasm and above all try your best.

If you are unable to attend your placement for any reason you must telephone and explain your absence immediately, informing them when you hope to be back.  You should also contact Mrs. Wakefield or Mr. Murphy.

	If there are any problems during your placement that you can’t sort out yourself then you must telephone the school and leave a message for Mrs. Wakefield, Mr. Murphy or your tutor.

01985 215551
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Work Experience Agreement

	Work experience is not just 1 week off school




	Work experience lets you find out what you can REALLY achieve




	All we ask is that you give work experience your best




Please read the following statements about work experience, once you have read all the points and understood them, please sign and get your parents to sign.

· As far as I know I do not have any allergies or medical conditions which prevent me from undertaking this work safely

· I agree to take part in the Work Experience Programme arranged through my school or college and to attend my place of work on the days and during the hours requested except in case of illness or for any other good reason.

· I agree to hold in confidence any information about the Employer’s business, which I can obtain during work experience

· I agree to listen to instructions and to observe all safety and security regulations laid down by my Employer and made known to me either by my Employer or by his/her representatives or by notices displayed in my place of work.

· I will be treated as a normal employee and therefore understand that the company may end my placement at any time if they are in anyway unhappy with my performance. (This includes time keeping!)

Signed: Student__________________________________Date: 

Signed:Parent/Guardian____________________________Date:

WORK EXPERIENCE AND YOU

Your work experience placement is very important.  It will help you to gain many skills.  You will become more aware of your capabilities.

Going to work for the first time can be very interesting, hectic and trying.  We do not want you to lose the chance of gaining a greater understanding of yourself and the world outside school.

Remember that you are dealing with busy people who will have organized a programme to help you.  No employer is obliged to offer you this experience.  They offer this placement to help you.
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Placement Details

Name of Employer:                                      ___________________________________________

Address:                                                                   ___________________________________________

                                                                                 ____________________________________________

                                                                                 ____________________________________________

Post Code:                                                                ___________________________________________

Tel No:                                                                     ____________________________________________

Please record a brief summary of the types of jobs you are expecting to do as part of your work experience

	


On the first morning of my Work Experience I must report to:

____________________________________________________at______________________am

I start work at __________________________and finish work at______________________

I have __________________________________ minutes for my lunch break.

Arrangements for lunch are______________________________________________________

I need to wear__________________________________________________________________

Travel arrangement for work are _________________________________________________

________________________________________________________________________
TARGETS FOR WORK EXPERIENCE

Think carefully about what you hope to achieve from work experience.

All your employers will expect you to have these basic targets in mind because they are very important.
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Now you must think about what is important to YOU.

Look at the following list of targets:

· Getting on with your work mates

· Using initiative

· Getting on with your supervisor

· Answering the telephone

· Being able to work well on your own

· Working under pressure

· Wearing protective clothing

· Being able to find your way about the placement

· Being confident

· Dealing with customers/clients

· Being patient

· Being able to learn quickly

· Asking questions

· Keep on trying until the job is done – persevering

· Knowing about the job

· Being able to deal with problems

· Taking messages

· Being able to put things right which have done wrong

· Keeping calm in awkward situations

· Helping me to become more mature and independent

· Traveling to work looking smart

· Helping me to learn new skills

· Helping me to gain a new experience of the world of work
Work Experience Portfolio

During your Work Experience………

You will be working beside people who are in full time employment with the firm.

This will give you the chance to find out as much as possible about the firm and the way it is run.

Your Work Experience Portfolio can be written on the worksheets provided or word-processed. Try to collect a variety of evidence for example: photographs, examples of work you complete, interviews etc

You will be expected to gather your information in a variety of ways.

1. Keeping a day to day record of your work. Add extra pages if you need to

2.  A health and safety task and rules of the work place

3. TWO of the following activities must also be tackled…

· Finding out about the organisation, or

· A Job Profile, or

· History and Location, or

· People at Work

YOU MUST

· COMPLETE THE HEALTH AND SAFETY TASK ON YOUR FIRST DAY


Signs and Warnings

Signs affect you 

· Signs are there to warn and show you about hazards, equipment and safety features which affect you – 

· Always take notice of them.

Sign shapes and colours are important

· Safety signs should conform to standard shapes and colours. 

· Make sure you know what they mean.

Don’t hide Signs

· Be careful where you put things

The different types of signs:
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	· Mandatory
Must do
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	· Fire Equipment
Shows where equipment is
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	· Prohibition
Don’t do
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	· Safe Conditions
Safe route or safety feature
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	· Warning
Danger
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	· Hazard Warning
Risk when handling the substances – use special procedures

	X


	· Hazardous Substance
Dangerous material
	?
	· Other Signs
Take notice. If in doubt – ASK!

	
	
	
	


	TASK ONE: HEALTH AND SAFETY


	What are the types of Health and Safety Matters I will need to note in my workplace?




	Are there any First Aid matters I need to note?




	Are there any ‘In case of Fire’ matters I need to note?





	Draw a diagram of your workspace showing where everything is kept



Rules at the work place

	Make a list of the rules at you workplace and say why they are important



	
	
	Rule
	Reason
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	Eating
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	Drinking
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	Smoking
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	Hygiene
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	Lifting
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	Movement around the workplace
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	Machinery
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	Hand tools
	
	


	TASK TWO:  ABOUT THE ORGANISATION


Complete this sheet FINDING OUT ABOUT THE ORGANISATION….

	· To find out how many people are employed there

· To discover the different jobs people have

· To record the purpose of the organisation

· To find out more about the management structure.


ASK you’re superior if you require help to find out the information but choose a time when there isn’t much happening.

Every organisation is slightly different even though the place you are working might be a group of companies.  This activity: will involve you in:-

ASKING QUESTIONS, perhaps interviewing someone who knows about the organisation.  You will also need to CHECK that you have recorded the information correctly.

Questions you might like to ask include:

What is the purpose of the organisation – exactly what is made, what service is provided etc.?

How many people work for the organisation and what, exactly is the nature of their work? (E.g. salespeople, mechanics, teaching assistant, accountants).

Who are the organisation’s clients/customers and where do they come from?

If the organisation makes thing, where do the raw materials come from

	TASK THREE:  A JOB PROFILE.


Complete this sheet, which involves interviewing someone – a JOB PROFILE.

The purpose of the task is….

	· To practice interviewing someone

· To find out what is involved in a job

· To gather information which might be used by other students in school.




You should discuss the task with your supervisor beforehand and make sure the person you are interviewing knows why they are being asked the questions.  Don’t forget to THANK THE PERSON and invite them to see your work when it is completed.

	Exact Job Title




	Brief description of their job.




	Qualifications and Training for their job.




	Personal qualities and skills required for their job.




	School subjects, which might be essential of useful for their job.




	What do they enjoy about their job.




	What do they not enjoy so much about their job.




	Advice to someone at school thinking of this type of work.




	Your career plans when you were at school.




	TASK FOUR:  HISTORY AND LOCATION


There is usually a reason for an organisation being located in a specific place.  For this task you will need to ask your supervisor to help you to find the correct information.

The questions you might ask include:-

	How old is the organisation and what is its background?




	Why is it located here?




	How long has it been here (if it has moved)?




	Is it part of a larger group of companies?




	What changes have taken place during the last ten years, and why have they occurred?




	Any other information.




	TASK FIVE:  PEOPLE AT WORK


This sheet deals with PEOPLE AT WORK and its purpose is…

	· To discover the qualifications required to work in the organisation.

· To examine the opportunities for employment and advancement.

· To determine other aspects of employment.




THIS TASK NEEDS TO BE HANDLED SENSITIVELY.  SOME EMPLOYERS MAY NOT BE ABLE TO PROVIDE ALL THE INFORMATION.

To complete this task you will have to ask your employer or supervisor for assistance.  If they agree to answer the questions then you should have an understanding of other aspects of work, which you might not have thought of previously.

	How are jobs advertised and people appointed to work within the organisation?




	What qualifications would YOU need to start work within the organisation?




	Does the organisation have contracts of employment?  If so – what are they, and what points are included?




	Do people in the organisation belong to unions or professional associations?  If so what are they and what are the advantages of belonging?




RECORD OF THE DAY AT WORK

Day One …………………………………………..       Date………………….                                                                                                          

	How did you feel before you went to work this morning?
Briefly describe the types of jobs you were doing today.
Was your day what you expected?  How?
Did your supervisor tell you about the Health and Safety Regulations?
Name someone new you have met today and their job.
Start thinking about next time:

Do you need to wear something different?

Do you need to wake up earlier to ensure you are on time?

Do you need to get more involved in the tasks going on?




RECORD OF THE DAY AT WORK
Day Two                                                                                                                Date……………………..

	


Day Three _______________________________Date___________________________

	


RECORD OF THE DAY AT WORK
Day Four_________________________________Date__________________________                                                                                                              

	


Day Five_________________________________Date__________________________                                                                                                                 

	


Saying Farewell

Employers put a lot of time an effort into organizing work experience and deserve a gesture of appreciation from their students.

Think about the day when you will be leaving your placement. In what ways could you say farewell and ‘thank you’?

Write a Letter of Thanks immediately after you have finished your placement. Think carefully about what you write. Use the example here to help you, but change it to make is appropriate for your placement. Write a draft first, and then check your spelling and grammar carefully before copying out a neat version for posting. Do not delay!

	1. Always address it to the person in overall charge.

2. Always mention the things, which you enjoyed. But be brief, you are not writing a report

3. Always refer by name to the people you particularly want to thank, and explain why you wish to thank them.

4. Always mention the things of value that you will take with you from the experience.

5. Mention any specific incidents or occasions, which was particularly memorable.

6. Sign with your normal signature and print your name underneath. (You could also add the name of your school)
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	Amy Curtess

78 Grover Lane

West Hampton WT2 4GH

Ms Rita Kothery

Personnel Manager – Parsley Plastics

West Hampton WT5 0PP

01/12/04

Dear Ms Kothery,

I am writing to you to thank you very much for the opportunity of being at your company for work experience. I enjoyed the time a lot and found the work interesting. I especially enjoyed learning about how plastics are made. The research you are doing on fire-resistant plastics is fascinating.

I was very grateful to Mr. Collin Dawers and Ms Kathy Edwards for all the help and advice they gave me.  I am sure my science grades will improve because of them! Please pass on my regards to them, and to all the other who made my stay so worthwhile.

Once again, many thanks and my good wishes to you all.

Yours sincerely,

Amy Curtess

Amy Curtess

St Johns School
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Remember your Work Pack


Remember to take a smile with you!


Do be punctual


Appropriate Dress


Polite Manners are a Must!


Prepare the night before


Have a positive Attitude
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List reasons why it is important to keep your workspace tidy.
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