
You can use this booklet: 

 As part of your preparation for work experience.
 To record details of your experience.
 To plan what you hope to achieve.
 To show a future employer at an interview.

CARRY THIS BOOKLET WITH YOU EVERY DAY OF 
YOUR WORK EXPERIENCE.



Your Personal Checklist

Fill this in so that in an emergency you have 
your work experience information with you 
during the week.

Things to Remember

Refer to this if something happens and you 
have a problem with your work experience.



Do you need to ring your employer before your placement 
starts?

Yes, if you don’t know any of the following:
• Where should you go on your first day e.g. reception or a 

particular entrance?
• What time should you arrive?  What time will you finish 

work?
• Who should you ask for when you get there?
• What are you expected to wear?  Do you need any special 

equipment?
• What sort of things will you be doing?
• Is there a canteen or do you need to bring a packed lunch?



Your Placement and Your Employer

Use this section to record information you find out 
about your work placement employer.

This section will help you ask questions about your 
employer and help you reflect on some of the things 
you find out.



Employability Skills

What skills do you have now that your employer 
might value?

How did you gain those skills?

How could you develop those skills on work 
placement?

What new skills might you gain?

personal presentation 
enthusiasm 
Initiative
good communication  
literacy 
Numeracy
time management 
organisation
integrity (honesty), 
problem solving
creativity
teamwork, 
egotiation
decision making
use of computers/IT



Health and Safety

You should have a Health & Safety briefing when 
you arrive at your placement. 

Make sure you know:
• Any guidelines you need to follow or 

precautions you need to take.
• What to do in the event of a fire.
• Where to go for first aid if you need it.

If you have an accident you should tell your 
supervisor.  You should also record in the box 
provided on this page and let your tutor know 
about it when you return to school.

Equal Opportunities

Ask to see your employer’s Equal Opportunities 
policy, read it and make a note of what you 
discover.

Do you think you are being treated as an equal 
whilst on your placement?







Say thank you 
when you leave!

Thank you letters to be written 
during tutor time….

Deadline for all letters: 29 June 
back to Careers

School will post them to the 
employers.


