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Year 12 work experience 2024

Monday 1- Friday 5 July 2024



Today’s session

• Why is work experience a good thing?

• How to organise it

• Student stories

• The Unifrog placement tool – keep on listening; if it’s not on 

Unifrog it isn’t a work experience placement!



High Fliers Graduate Market 2022



Why work experience?

• Develop skills that employers want

• Try out a possible career route

• May be required for a specific course

• Organising a placement in itself gives you skills –
RESILIENCE!

• You may get a reference or even a part-time job

• Gives you things to talk about in an interview

• Starts you off networking

• Teaches you workplace behaviour





Work experience – things to think 

about!
• You will probably have to apply for several placements

• Make sure your application is professional – spelling and 
grammar, formal English. First impressions count.

• Priority now is to organise your placement and get your CV 
ready

• You may well have to follow up your original contact – suggest 
10 days

• Be prepared to travel- if you’re waiting for a driving test check 
there is a public transport route

• You may need to travel/live away for the week.

• Think broadly – bus routes into Peterborough, Deeping 
industrial estate, stay with relatives, London?

• Doesn’t necessarily have to be what you’re going to do as a 
career – any experience is good.



Vocational courses
Vocational courses often require relevant work experience:

Eg medicine, healthcare, veterinary, teaching, social work ,agriculture

Eg University of Nottingham Veterinary Medicine

• Work experience can be done over varying hours and days and should include: A 
minimum of 3 weeks of animal handling. Up to 2 weeks of either customer facing 
and/or teamwork experience. Up to 2 weeks for the completion of the Virtual Work 
Experience and Exploring the Veterinary Profession free online course.



Putting together a CV

• Remember there is the CV tool in Unifrog



Dear Sir/Madam [or name],

I am a year 12 student from Bourne Grammar School. I would like to enquire about a 

potential work experience placement at [company name], which I will be available to carry 

out for one week from Monday 1 July –Friday 5 July 2024.

I am currently studying A levels in  [subjects]. I am keen on gaining some practical work 

experience in [chosen field of work], because [reasoning for pursuing a placement with this 

specific company and field].

In my spare time, I like to [list relevant hobbies and interests], and I’ve also had some 

experience in/am a member of [list any groups/clubs/other work experience].

As an enthusiastic student with a keen interest in [name career area], I would be very 

grateful to be considered for an opportunity at [company name].

If you are able to offer me a place, our School uses Unifrog software to process the 

administration relating to work experience; if you are able to let me know if you are able to 

offer me a place I will arrange for you to receive a form which asks you to confirm the 

details of the placement and answer a few basic health and safety questions.

I look forward to hearing from you soon.

Yours [sincerely/faithfully]

[Your name]



Using the Unifrog placement tool

Here is a 4-minute loom video.

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fcdn.unifrog.org%2fvideo%2f25r9oaxa11%2f480.mp4&c=E,1,sFv3QFRmmC6PMfMVmsd3tS5T5BBK64EgsE3BEKFvoxgGVV3QxepgtzOgW9qBaAPTn7LqvxyOiO-wDRbrXYhqsQ7y_FKbe81clTM3vMcOVxWAHJPSm_-d8YY,&typo=1


3 forms
1. Student form – completed by you!

2.  Employer form – details of the placement including health  
and safety

3. Parent form – to give their consent

School  gives permission



Student form

• Student initial form
• School placement coordinator name
• Name of business / organisation
• Start and End dates
• Employer placement lead name and email address
• Placement address
• Is this the workplace where you'll be based throughout the placement?
• Will you live at home as normal during the placement?
• How will you travel to and from the placement?
• Do you have any special needs, illnesses or injuries that may affect your placement? (the 

answer to this question is kept confidential from the parent / guardian)
• Parent / guardian (who must also be your emergency contact) name and email address
• Do you agree to abide by confidentiality, safety, and absence rules?



Employer form

• Employer contact details

• Description of the placement

• Working hours

• Dress code

• Confirmation of Employers Liability Insurance including policy 
number

• Confirmation of up-to-date risk assessment/ health and safety 
policy



Parent form

• Agrees that student can take part in placement



You can check the progress of your forms



Key deadlines

All forms- student, employer and parent to be 
completed by Friday 15 March 2024.

It sounds a long time away but it really isn’t!



Key points

• Student form must be 100% accurate – correct email is 
paramount

• You need to be proactive

• First impressions – please and thank yous



Final thoughts

• Make the most of this opportunity

• Take responsibility for your placement

• Move out of your comfort zone

• Communication and organisation

• Think outside the box – student railcard, university placement?

• Personal development

• Expectations and good manners

• There is a careers area in the open drive – presentation and 
documentation will go in it

• Good luck!


