Dear Students, Parents and Carers,

All of Year 10 and Year 12 will complete a 5 day work experience placement beginning on Monday 1st July. This booklet contains a list of employers in the local area, which may prompt students to begin their search for the right placement. Here are some important guidelines to support you in finding a great placement.
Start now
· Competition for placements can be high.  Not only are there lots of Kevicc students competing for placements, there will be lots of other school students also looking for a great work experience placement. Begin straight away to avoid disappointment. 
· The sooner you start to think about what you want to do the better.

Do your research
· Where would you like to complete your work experience?  Why do you want to do that?  Is it something you’re good at, enjoy doing, looks rewarding, pays well?  
· An employer wants to employ enthusiastic staff.  If you can’t put into words why you want to experience somewhere, you might be looking at the wrong thing. 
· You can research different careers and even specific jobs and companies simply using Google.  If they think they want to be an engineer, just ask Google.  What does an engineer do?

Talk to people
· Once you’ve done your research and you’ve had a really good think, you need to find an employer who will give you that week’s experience.
· To find this employer you need to talk to people.  Ask friends and family, talk to the schools careers advisor, perhaps even parents or family friends could offer a placement.
· Employers will want you to make contact and request the placement, they don’t want your parents to do it for you, that’s not what life in the working world is like.  The application process is a bit like looking for a job and this experience is part of that.  Be proactive and to communicate with employers.  

Use technology
· It’s not always possible to talk to someone, they might be busy, in a meeting or just not available when you are.  Now is the time to use technology, your smartphone in your pocket is ideal.
· Search for a company email address, send them an email.  WARNING – is your email address suitable to send to an employer?  Just their name and surname or initials should be in the email address.
· Use social media to contact employers.  Lots of companies use social media so you could contact them way.  WARNING – is your social media profile smart?  If it’s covered in pictures of them and their mates at the weekend, encourage them to clean it up!  Employers check applicant’s profile before they will talk to anyone.

Get Written Confirmation
· Once you have found a company that has agreed to offer a placement, get the offer in writing as soon as possible. If there is a change of staff between then and July, you may be left with nowhere to go if the offer was only verbal
· Get the attached paperwork completed by the employer. This is essential and you will not be able to proceed without this paperwork. It needs to be completed by the employer and returned to the admin hub at Kevicc as soon as possible, so that the legal health and safety checks can take place. 
· Ensure the Health Declaration Form is also returned to Kevicc at the same time
· This process needs to be completed by the 5th April. Late fees will be incurred to us by the company who arrange health and safety checks. Unfortunately we will have to pass this cost on to families.
· “Out of area” checks incur a cost of £40 which we will need to recover from families
· Out of area deadlines for submission of paperwork is earlier. 1st March for London, 29th March for elsewhere.

The area covered by Careers South West who perform the necessary health and safety checks, is from southern Gloucestershire to Cornwall.

[bookmark: _GoBack]RETURNING YOUR FORMS:
Year 10 – Please return your forms to the box in the admin HUB, or by email to wex@kingedwardvi.devon.sch.uk
Year 12 – Please return your forms to the box at Kennicott reception, or by email to wex@kingedwradvi.devon.sch.uk 

I hope that you are able to find a rewarding and meaningful placement and that the process isn’t too difficult. Should you need any support or guidance, please speak to your tutor or to me directly. 
Yours sincerely
Anne Law





