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Briefing Programme

Why go on work experience?
What do employers want?

What sort of person are you?
Making choices
Travel

Setting targets

Making applications

Preparing for work experience 

(Contact and interview)
Health & Safety

The world is changing…   fast
Why go on work experience?
All students at Key Stage 4 (Year10 and 11) will have the opportunity to take part in a period of work experience. This is usually a 1 or 2 weeks full time placement but you may also be offered an extended placement by your school.

Being at work is very different from being at school, you won’t be with your friends and teachers and you will be working with new adults in a new environment. Also there will be a lot more will be expected from you. 

Obviously you will go on work experience to learn more about the world of work. You may already have a part time job but it is very different working a full day every day of the week.

You may have some strong career ideas (I’ve always wanted to be a…….) and think you have to go to a placement in this work.
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Remember there are many jobs that you are not allowed to do legally because of your age, many tasks are also restricted by law and you may spend most of the time observing only. 

Some occupational areas are also very difficult to get a placement in especially Law, Medical, Uniformed Services and Arts, Dance, Theatre + Music. In fact if you really want a place in these areas you should be trying to find one yourself through family and friends.

Follow this link to Shift happens. This is an American power point presentation, aimed at an American audience but it is useful to prompt discussion 

(For all Power point presentations Click Slide Show then click  – View Show)

Follow this link to the power point presentation Why go on work experience 

Follow this link to Why go on Work Experience
(Save the document to your user area – complete the task – save the completed task)

40% of all jobs will require a graduate level qualification by 2020
What do employers want?

Many of the skills and attributes that employers are looking for are easily achievable in almost any work experience placement these are:

Personal Skills

· Communication and Literacy – being able to share information with all sorts of people both verbally and in writing.

· Numeracy – Most work involves numbers in one way or another even if it is being able to tell when a sales till or calculator is wrong (because you have pressed the wrong buttons). Measuring, stocktaking, ordering stock, invoices and lots more.

· Using ICT in a Business Setting – not just computers but all electronic office equipment and diagnostic equipment.

· Business and Customer Awareness - All businesses have clients and customers, knowledge of how business work and how to communicate with clients/customers will be useful no matter what career you eventually go into.

Personal Attributes
· Team working – being able to work with others towards a common goal, this may mean adapting your language and attitudes in order to work smoothly with others and showing consideration for other peoples way of doing things.
· Self Management – show commitment and initiative, be self confident, ask questions and seek advice were necessary. Everyone appreciates someone who shows an interest.
· Problem Solving – This does not mean working things out for yourself, it is about recognising when things are not at their best and seeking solutions. This may be by telling someone about it or asking for help and advice.
When you start your career no one expects you to know how to do the work, your employer will train you, but your Personal Skills and Attributes will go a long way to getting you that first job.

What sort of person are you?

Follow this web link to a questionnaire about Learning styles www.vark-learn.com/english/page.asp?p=younger


When you have completed the questionnaire click OK 

You will get an analysis of your responses which will indicate your preferred learning style (you are almost bound to get a mixture but which is the strongest and how does this relate to the type of work experience you want?)

Follow the link to Self assessment - task     
(Save the document to your user area – complete the task – save the completed task)

Complete this task again after your work experience 

The top 10 jobs in 2010 did not exist in 2004
Making choices

So you are going on work experience and you have been asked to make some choices. 

How do you decide where you would like to go?

Before you can decide where you want to go for work experience you have to know what you want to achieve on Work experience.

In ‘Why go on Work Experience’ we talked about what can be achieved on placement;

· experiencing the world of work

· developing personal skills for employability

· developing personal attributes for employability

· Career sampling 

But what do you personally want from work experience and what are some of the practical considerations you need to think about.
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If you have always wanted to work with children then going to a nursery school is a good idea. You may well change your mind when you are surrounded by little children all day long but that’s fine as you will have learnt things about yourself and your career ideas.

If you have always wanted to work as an undertaker or a police officer then work experience is not going to be able to provide on-the-job experience because of legal limitations. However the personal skills and attributes you develop on a different placement will be useful when you apply for those careers.

As well as developing personal skills and attitudes, a successful work experience will also provide you with a good reference from your placement supervisor. This will be very useful when you apply for a college course or for a job.

Follow this link to Making decisions about work experience - powerpoint 

(For all Power point presentations Click Slide Show then click  – View Show)

 Follow this link to Where am I now - task        

(Save the document to your user area – complete the task – save the completed task)

Today’s learners are expected to have 10 to 14 jobs by the time they are 38
Travel

You are almost ready to make some decisions about work experience but remember it is very important to an employer that employees are at work and on time, so attendance and punctuality are crucial to a successful placement. You need to think about what areas can you travel too, how long do the buses take, how much will it cost, can you get a lift? 

Think about how you are going to get to your placement. We could get you an excellent placement in just what you want but if you cannot get there it is all a bit of a waste of time. 
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How you are going to travel and what areas you are willing to travel to. 
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The more areas you are willing to travel to the better the chances of getting what you want.
Getting there – your options are 
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 Walk 



Bus

Cycle 



Get a lift      

How long will it take? There is nothing worse than being late for work.

Whichever way you decide to travel to your placement make sure that everyone concerned knows how you will be getting there.

Your Parent(s)/Carer
Your school/college
Your employer

Students need to prepare for jobs that don’t yet exist
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Setting Targets

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

All your employers will expect you to have these basic targets in mind.
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Attending and being on time. 




Having a positive attitude. 
Understanding and following the safety rules. 


Always being polite.

Listening carefully to instructions. 



 Reading and following instructions
Seeking help when you need it. 



Who to contact in an emergency

Now 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 
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      Knowing about unions 

	Being able to find your way about the placement 
	Being confident 

	                                    Dealing with customers/clients 
	      Being patient 
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Being able to learn quickly 
	Asking questions 

	Persevering                                          Helping me to gain a new experience of the world of work

Helping me to learn new skills                                                                                                                                                 

	                       Keep on trying until the job is done 
	Knowing about the job 

	Being able to deal with problems 
	      Taking messages 

	Being able to put things right which have gone wrong 
	Keeping calm in awkward situations 

	      Helping me to become more mature and independent 
	      Travelling to work looking smart 


Look at the learning frameworks for occupational areas you are interested in to help you pick out some of the key skills and work skills you will be able to achieve on placement

Learning frameworks for occupational areas - www.vesa.org.uk/WEXA/frameworktable.php  Make sure you download the Pre-16 version. They are in A3 format so check your printer 

Use the Target Setting task sheet to record your targets for work experience. Follow the link to Setting targets for work experience - task
(Save the document to your user area – complete the task – save the completed task)
Resources:  You may need to record your PLTS while you are on work experience, ask your tutor, if you do the following resources may be very useful
Personal learning and Thinking Skills (PLTS)
PLTS – an interpretation
PLTS recording - Task
The biggest factor eliminating old jobs is technology
Making applications for work experience and self placements

Do not underestimate how long it takes to sort out a work experience placement. 

Because of your age there are lots of legal requirements we have to abide by.
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· All placements must be visited to check their Health and Safety. 
· All placements must agree to Child Protection measures.

· All placements must have the correct insurance to cover work experience. They must have Employer Liability and Public Liability Insurance.
· All work experience placements must have a Job Description and 

Risk Assessment for all the work a student may do.

Organising a placement visit, getting all the documents agreed and signed. Then getting them to the right people can take months. Remember you are not the only person out on work experience so the earlier you can start the better your chances of getting it sorted out.

[image: image18.jpg]CH




The easiest way to get yourself a work experience placement is to fill in the WEXA application form, that you get from school, accurately and on time. Late forms are obviously at the bottom of the pile.

Page 1 is all about how we will use the information you give us, you do not need to write on this page.

Page 2 is about you and what you would like to do. After putting in your personal information you need to let us know what sort of placement you would like.

One way of getting exactly what you want is to organise it yourself with a self placement. You can do this through family and friends or you can write to organisations requesting a placement. Remember it can take weeks to get a reply, most will say no and a lot of places will not even bother to reply. Remember we may also need time to arrange an 

on-site visit by an assessor.

Some work areas must be self placements (write to or visit them and ask) see the list about half way down page 2.

If you organise a self placement you must also fill in your 1st. and 2nd. Choices just in case it falls through

Your first choice this is the one we will try and get you first, do not specify a particular shop e.g. ‘Fred’s Electrical’ on Main Street. Use generic descriptions for example ‘Electrical Retail’ or ‘Legal Services’.

Your second choice if we cannot get you a place in your first choice area we need another area [image: image19.jpg]


that you are willing to try. There is a list to choose from, please do not repeat your first choice as this will only waste everybody’s time.

At the top of Page 3 let us know about any health issues that an employer needs to know about. There is a list but do write down anything that may affect your work experience.

Research that took months ten years ago can now be done in a few minutes
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On Page 3 of the form we need to know how you are getting to your placement, where you can get to and a little more about yourself and what you need to get out of work experience.

We could get you an excellent placement in just what you want but if you cannot get there it is all a bit of a waste of time. 
Remember - The more areas you are willing to travel to the better the chances of getting what you want.
When we talk to an employer about sending a student on work experience they want to know what the student is like. Your teachers will give us some information about you on Page 4 but the more we can tell employers about yourself the better the chances of getting a placement.

Personal qualities and skills - think about the good things about you, you may be a cheerful, happy person who gets on with all sorts of people, good with numbers, a good listener, a hard worker, well organised, good at practical things etc.

Learning and/or personal targets - what do you want to learn and achieve on work experience. If an employer knows what you want to get out of the placement they will try to help you do it. You may simply want to know more a particular career or learn about Office routine. Develop your customer service skills or improve your communication or number skills.

Coursework - work experience can be useful in many coursework areas, for example your experience of working in Retail or Offices can be used Business Studies projects, working with children or the elderly in Health and Social Care, manufacturing or maintenance in Design and Technology.  Talk to your teachers and find out what you could do.
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Page 4 is mainly for your tutor to fill in, have a look at the questions we are asking and consider if the answers we get will impress a potential employer.

Don’t forget to sign and date the form. 

Because of your age we must also have the form signed and dated by a parent/carer. 
Resources: 
Work experience application form


Self placement form
(Save the document to your user area – complete the task – save the completed task)
These application forms are examples only.
WEXA will supply school specific application forms at the appropriate time.

New technologies will be looking for 324,000 new scientists and engineers by 2014
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Preparing for Work Experience

Now that you are getting close to work experience and you have been allocated a placement there are a few things you can do to make sure everything goes smoothly. 
Your school will give you a Student Contract that has your placement description, the risk assessments and contact details for your employer. Part of the contract must be signed by your parent/carer and returned to your school co-ordinator 
Do read it – it tells you what you will be doing, the risks associated with job and how and when to make contact.

Before you make contact do some research about the company, look on the web, talk to people who use the company or work there. Employers like someone who is informed about their organization. 

Think about how you are going to get there. Where is it, is it easy to find? 
Walk 



Bus

Cycle 



Get a lift

How long will it take? There is nothing worse than being late for your interview or for your first day. Why not do a trial run and see how long it takes and exactly where it is. 

Making Contact On your student contract you will have a contact name, a telephone number and a time period to contact your placement.
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Think about what you are going to say (write some notes and have them in front of you)

Things to do at Interview 

· Smile Not a silly grin but one that says ‘ I know what I’m doing and I am pleased to be here’
· Remember the name of the person you are seeing.
· Arrive one minute early. Not too early and never late.
· Wear appropriate clothes ask what to wear when you telephone.
· Speak clearly, calmly and use plenty of ‘please’ and ‘thank you’.
· If in doubt Ask do not guess.
· Be Positive and enthusiastic (I’m really looking forward to ………..) 

Follow this link Who do they think you are? and consider the information on the poster. 

What sort of impression do you want to make? 

You will need to contact your placement and ask for an interview. Follow this link for advice on making that ‘phone call.  Hints and tips on making contact
Going for interview can be stressful, be prepared. Follow this link to find out what sort of questions you may be asked and the questions you should ask Questions questions
Nearly 10% of 16 to 18 year olds are NEET (Not in Education Employment or Training)
Health and Safety.

All placements MUST be checked and authorised by Leicestershire Work Experience Alliance (WEXA) or Leicestershire Education Business Company (LEBC)

All employers MUST give a health and safety induction
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Look in your logbook for a copy of the induction checklist or get one from the resource list at the bottom of the page.

You are responsible for:

· Your own health and safety whilst on placement 
· The health and safety of others - anyone who might be affected by your actions

· Knowing your employer's safety policy and rules - get to know the rules straight away

· Observing the safety rules - Health and Safety regulations should be pointed out to you at the start of your placement.  Obey at all times.  Make sure you know the fire regulations, including the position of fire exits, extinguishers and alarms.  Keep fire doors shut and take heed of notices displayed for your safety and the safety of other staff.

· Dressing safely/appropriately for the work you do
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Behaving safely – do not fool around!

· Reporting – any accident, damage to equipment or hazard, to the correct person (usually your supervisor and/or First Aider
· Always report accidents or enter them in the accident book

· First Aid should be available and you will be told who is the official First-Aider in your workplace

[image: image27.emf]Do only what is agreed in your placement description.

[image: image28.png]



IF IN DOUBT…..ASK!!!

Follow this link to find out what health & safety induction should be done at every placement (There should be a copy in your logbook/diary and your employer has been given a copy) Health& Safety Checklist
How safe are you? Follow this link 
Health & Safety - task 

At work you will see lots of health & Safety signs, do you know what these mean.

Health & Safety Warning Signs - task
It’s not just about getting hurt Physical and Mental Hazards - task
If something does go wrong What Would You Do? - task 

(For all tasks Save the document to your user area – complete the task – save the completed task)

By 2020 there will be 5 million fewer low skilled jobs in Britain than there are today
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