
 

 

 

 

Haygrove School  

Work Experience Week 2026 
 

WHEN IS IT?  Monday 5th July—Friday 9th July 2027 
 

WHAT IS IT ?  A great opportunity to experience what it is like to work in  

a real-world environment to explore a career, understand workplace culture and  

develop soft skills like confidence and communication.  
 

WHO IS IT FOR?  All students in Year 10  



WAYS TO ARRANGE A PLACEMENT 
 

1. Use the employer database to browse possible work placements 
and then make contact with employers. 

 
2. Approach employers directly, especially if you have a clear idea of    
       what you want to do.   
 
3.    Talk to family and friends who may be able to suggest a suitable      
       employer for you. 
 

4.    Apply for one of the vacancies shared by the School Careers Lead 

THE EMPLOYER DATABASE 
 

This is a database of employers who have previously hosted a work 
placement student and therefore may be willing to take a student in 
2027.   
 

You need a PIN to access the database (see your work experience letter)  
 

You will find the database at:  http://ssp.learnaboutwork.net 

 

Every Year 10 student is responsible for arranging their own work placement 

Write your PIN here: 

If you haven’t got your  
PIN please ask your tutor or 

Student Services 

http://ssp.learnaboutwork.net/


YOUR STEPS TO SECURING A PLACEMENT  

Continue this step until 

you have a placement 

confirmed with an  

employer 

12th April 

Use this time to speak to  

family, friends, teachers to 

gather ideas for potential  

employers to approach  

20th October  



HOW TO USE THE DATABASE 

Enter your full name 

(as it is on the Arbor 

system at school) 

Insert PIN provided 

to you on your work 

experience letter  

Then click here! 



 

Click here to search 

for placements  



 

Choose an Industry 

that interests you and 

click 

If you are looking for a  

particular employer, put the 

name and/or postcode 

If you want your placement 

to be in a certain location, 

put the postcode, town or 

area code here  



 

 

You can sort the list by 

town and/or postcode   

Browse the employers in 

your chosen industry  

If you want to learn more about an employer, click view  



 You can print this  

information off if you want to  

This is the Job Number—make 

a note of this as it is needed for 

the placement forms and it 

helps to find the placement 

again with ease 

Read all this information, so 

you know the details of the 

placement 
Contact the  

employer to find out 

how to apply  



HOW TO APPLY FOR A PLACEMENT 
 

• Make a list of employers you would be interested in approaching for a 
work experience placement. 

• Contact the employer by phone, if possible, to explain that you are 
interested in completing your work experience week with them. 

• Ask how to apply for a work experience placement. The employer may 
ask you to send an email, write a letter of application or complete an 
application form. 

• If you are unable to speak to someone on the phone, send an email to 
the employer explaining that you would like to arrange a work experience 
placement. 

 
 
Two important things to remember! 
1. Make sure you get the name of the person you speak to and/or the person 

you need to send the information too, plus their email address or postal 
address. Write this information down so you don’t forget it! 

2. On your application, make sure you include your full name, the name 
of our school and an email or phone number so that the 
employer can contact you to confirm your placement 
request. 



WHAT TO SAY WHEN YOU RING A POTENTIAL  
WORK PLACEMENT EMPLOYER 

 
Introduce yourself… 
‘hello, my  name is _______ and I am a Year 10 student at Haygrove School in 
Bridgwater.’ 
 
Say why you are ringing… 
’I am interested in completing my work experience week with your 
organisation and looking to find out how I can apply to do this.’ 
 
LISTEN carefully to what the person says and answer any questions to the best 
of your ability. They may ask: 
• Why are you interested in this placement? 
• What are the dates of the placement 
• What do you want to do whilst you are on work placement 
• Do you have any previous experience (part time job etc) 
• Make a note of any instructions given e.g. how to apply, interview date or 

information to send  
 
Say thank you at the end of the call.   

If you are invited to an interview, please let the 
employer know if you are unable to attend or no 

longer wish to go.  



HOW TO WRITE A LETTER/EMAIL OF APPLICATION 

• Always write to a named person if possible. 
 
• If you are sending your email/letter to a named person always use a 

prefix (Mrs, Mr, Miss, Ms, Dr etc) and their surname and end it with 
‘Kind Regards’. 

 
• You can hand-write or type your letter.  
 
• Always do a rough version of your letter/email first, check it and 

then type it or write it neatly. 
 
• Use a standard letter format – see the sample on the next page. 
 
• Explain why you are writing the letter and say something about 

yourself: your skills (organised, good listener, quick learner etc), any 
previous relevant experience (hobbies and interests, school work/
projects, part time work etc) and why you think you would be a good 
candidate for work experience. 

 
• If you want to, you can include your most recent school report or a 

CV with your letter. 

Who can help you 

check your letter/email?  

Someone in your family  

Mrs Hannaford 

Your Tutor 

Your Head of Year 



EXAMPLE LETTER/EMAIL OF APPLICATION 

 … you want to work in this sector when you leave school/

college. 

 … you like the work the company does and want to find out 

more about the organisation. 

 … you believe this is an exciting area of work and want to find 

Say something here about why the company should 

choose you to visit them for work experience. Use key 

words such as: enthusiastic, responsible, well organised, 

keen to learn, fast learner, confident, have initiative, 

good communication, numerate, creative, problem-solver  

Mention things like  hobbies, work experience, extra-

curricular activities , ICT skills,  favourite/best school sub-

jects  etc that are relevant to the work the company 

does. 

 … decide what direction I should take when I leave school./college 

 …decide which college course or apprenticeship to apply for next year. 

 … understand what it is like to work in [name job sector]. 

 … realise what it is like to work in a real work place and the skills I need 

to develop to succeed. 

YOUR NAME 

YOUR ADDRESS 

YOUR ADDRESS 

YOUR ADDRESS 

POSTCODE 

YOUR EMAIL 

YOUR PHONE NUMBER 

DATE (e.g. 10 November 2026) 

Dear  [put the name here or Sir/Madam] 

Haygrove School Year 10 Work Experience Week: 5th July— 9th July  2027 

I am writing to ask whether your organisation would be able to provide me with a week of 

work experience from 5th July—9th July 2027. 

I am interested in completing my work experience with [PUT THE NAME OF THE 

ORGANISATION HERE] because…  

I believe I would make a good work experience student because…  

If I am able to complete my work placement with your organisation it will help me… 

If you are interested in providing me with work experience, please let me know what I  

need to do next to apply. Attached is a copy of my most recent school report/CV. [Only include 

this sentence if you are sending either of these two pieces of information with your letter]. 

I look forward to hearing from you . 

Kind Regards 

[Put your signature here] 

 

YOUR NAME (first name and surname) 

 

 

 



CREATING A CURRICULUM VITAE (CV) 
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WHAT TO DO WHEN YOUR PLACEMENT 
HAS BEEN AGREED WITH AN EMPLOYER 

1. Your parent/carer must complete and sign the Parent/Carer 
Consent/Medical Form (FORM A).  Pictured here 
 
2. Then depending on how you found your placement, complete  
either;  
• FORM B: Placement Form; with ‘job number’.  Or  

• FORM C: NEW placement request form 
 

Forms must be returned to Mrs Hannaford in Student Services 
BEFORE:  Monday 12th April 2027 

This is the Parent/Carer Consent Form (A).   

Information from here may be passed to your work 

placement   

 

Information for the Employer 

1. They MAY be visited by The SouthWest Work Experience 

Partnership (SWEX) who carry out health and safety checks 

on the school’s behalf.  Every placement needs approval.  

2. SWEX will check that the correct insurances are in place.  

3. Students will be visited or contacted by a member of our 

school staff during the Work Experience Week.  

 



Complete either FORM B or FORM C. 

The form you complete will depend on whether the employer is already on our Employer Database or not (i.e. have they taken part in 

our Work Experience Programme before).  

• Complete FORM B (pictured on left) if your employer is on the database.  Be sure to note the ‘Job Number’  and any changes.   

• Complete FORM C (pictured on right)  is for any NEW 

placement/employer so we can capture the details  and arrange         

placement visits with the employer. 

Please return to Student Services by Monday 12th April 2027 



WHERE CAN YOU GET HELP ? 

BUT REMEMBER! 
 
• It is your responsibility to arrange a work 

placement, NOT the school. 
 
• If you miss the deadline, your employer/work 

placement may not be approved in time. 
 
• If you do not find a work placement you will 

spend the week in school 

1. Use the database to get some ideas. 
2. Ask your family and friends. 
3. Talk to your tutor and teachers. 
4. Use the internet to research local 

employers in the job sector you are 
interested in. 

5. Come and talk to Mrs Hannaford who may 
be able to help you or give you ideas. 

This booklet, the forms you need and a link 

to the Employer Database are all on the 

school website.  

Or you can get copies of the booklet and 

forms from Student Services. 

If you lose your database access PIN, ask 

your tutor or  Student Services  



Use this space to keep track of employers you contact: 

Employer Contact Name Date of Contact What did you send 

them? 

Method e.g. 

email/letter/

phone 

Outcome 

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

      

      



FINAL CHECKLIST  

  I have researched the type of work/career that interests me. 

  I have contacted several suitable employers. 

  I have kept a record of my employer contacts. 

  I have followed the employer's application instructions. 

  I have confirmed my placement for Monday 5 July – Friday 9 July 2027  

Note: Tuesday 6th July if opting to attend the Richard Huish Experience Day trip 

  I know who to contact at school if I need help. 

  My parent/carer has completed and signed FORM A. 

  I have completed FORM B or FORM C as appropriate. 

  I have returned my completed form(s) to Student Services by Monday 12 April 2027. 

 



 

 

     


