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Make it count - make the

right choice for you!




This booklet has been designed for both students and parents to
use as a reference guide for the preparation of the Year 10 Work

Experience Programme.
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Year 10 Work Experience Programme

Tupton Hall School

Work Experience in Year 10 is a compulsory one week
programme. It is an important part of becoming ‘workplace-ready’,
"building useful skills that cannot be taught in the classroom as
well as contacts that students otherwise would not be exposed to”.

"A prospective employer will always look favourably on the effort
taken by those who have done work experience, which empowers
new talent and gives them an edge to push for the most sought
after positions in the field”.

Work Experience equips you with certain soft skills such as team
working, communication skills and commercial awareness, all of
which are sought after by employers and universities.

Work Experience also helps you to differentiate yourself, an
important factor when competition for jobs is so fierce.

Work experience also equips you with knowledge that will
enhance your job applications and interviews. Because you've
gained a better understanding of the sector you want to go into,
you'll be able to talk more authoritatively and ask questions that
resonate with a potential employer.

One of the great things about gaining work experience as a
student is that it gives you the chance to try things out to see if
they suit you. Want to find out what a company is actually like to
work for, or what doing a certain job is like? The organisation of a
work experience placement can answer these crucial questions
and prepare you fully for the next steps in your educational
journey.

Work Experience will take place for one week

w/c Monday 29 June 2020 to Friday 3 July 2020



Why should | do Work Experience?

All students must remain in some form of training or education
until the age of 18. This means that students at 16 years of age
no longer have the option to get a job or to stay at home.

However, there are now many different options available to
students at Post 16.

This may be the first time students have had to make a decision
about what future career path they wish to take:

Here are some of the options open to students:

. Attend Sixth Form - select 3/4 A-Level subjects that will
support future career choices

o Enrol at a further education or specialist college -
choosing either academic qualifications such as A-Levels,
GCSEs or vocational courses that will support future
career ambitions

o Apply for a work based learning apprenticeship — which
will allow you to earn while you learn as well as supporting
future career ambitions

It can be a very difficult choice for students to make due to the
fact that many students will have little or no experience in the
world of work.

Work Experience can help students to explore the different
career paths they may be interested in.

It will help students to think about their personal skills and
abilities and how they relate to a particular job.



Obtaining work experience is an essential part in securing your
next step choices. This applies for applications to sixth form,
colleges and apprenticeships. If you are thinking of applying to
university in the future, work experience will form an important
part of your UCAS personal statement.

Work experience can also help students:

Understand how the world of work operates

Learn to cope with new situations

Learn and develop new skills

To take responsibility for their actions and behaviour

To appreciate the mental and physical demands of work
Develop employability skills

Secure references for the future

Promote personal and social development



Choosing your Work Experience Placement

Some students may have already decided on a career path and
know what their dream job is. These students can use work
experience to confirm these interests.

However, many students may not know where to start.
Things to consider:

Subjects you enjoy or do well in

Hobbies you enjoy

General interests

Careers where there is currently a skills shortage
Travel arrangements

You will need to research the above factors to identify jobs you
may be interested in. Remember, Work Experience isn’t just about
your future dream job but is about learning new skills and being in
the workplace.

Don’t cheat yourself!

We want you to have a positive and beneficial experience, so
make sure you do your homework and secure a place that is right
for you.



Finding a Work Experience Placement

We encourage students to find their own placements. However,
support will be given to any student who has difficulty with this.

Resources available:

Derbyshire County Council Work Experience Database

This is a database of employers that have accepted work
experience students in the past. You can search and print out
information from this site but you will not be able to apply through
the site. Each employer lists a job description and how they
would like to be contacted eg letter of interest, telephone call, etc.

Work Experience placements will be in high demand, so get
in there first and secure your placement to avoid any
disappointment.

This is not the only place you should look. Use the following
websites to explore different opportunities and companies in your
area to ensure you get the best placement for you...

www.nationalcareersservice.direct.gov.uk
www.yell.com

www.google.com

www.thomsonlocal.com
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Important Documents

Tupton Hall Sch

EDHILL ACADEMY 1

Letier of Understanding for Wark Experience Letter of Understanding for Work Experience

Tupton Hall School Cantact: s € Burton Telephone: 01246 863127 Fax- 04246 250068 Equal opportunities
Employers should adopt 2 policy of equsl opportunities in their ok experience programmes. This
‘should be taken forward particularly in the areas of gender, race and disability by encouraging students.
@DEHEVSHIRE [Eurapean Union to take up non-traditional placements. This may need special preparation for the reactions thev may
County Council Euopean careful supervision legislation with respact

i fo ool pecpie Socil Frs e sopetnes visong 9 e et goer et e resehes

‘The Work Experience Team Leaislation
fire County Councl Under The Management of Health and Safety at Work Regulations 1999, employers are required
i o before they .

Telephane: 01629 536565 There is also a requirement for employers to provide the parents/guardians with the key findings of the

risk assessment and control measures introduced to minimise, or ideally eliminate, any significant risk

for Young Person(s) who are below compulsory school leaving age. The risk assessment should take

The ire Approach: Work Experience Letter of i into account their lack of experience, or absence of awareness of existing or potential risks or the fact
that Young Person() have not yet fully matured.

Email:

Introduction

Thank you for providing work experience for Young Person(s) in schaols and colleges in Derbyshire. It
is very valuable for young people to understand and take part i the world of work. The school/college.
will have prepared the Young Persan(s) for the world of work through 3 variety of activities including

This assessment vill determine whether the Young Persan(s) should be prohibited from certain work.
However, there is na requirement to provide this information in writing.

health and safety awarcness, security, confidantiaty and ather instructions requested by the employer Data Protection
to placement, The school will agres in advance vith the employer = planned programme of Employer/placement providers’dstails will be held on the Derbyshire County Councils computer network
Tneanintal wark for the student, ystem. This information would also be disclosed on request in accordance with the Data Protection Act
0 Schook, Colleges Traning Provders Young Persons, ther Parents/Guardians and third party
“Young Person(s) on not work eight-hour day registere ve responsibility young
for than five consecutive days out of seven. Employers who offer Work Exvanan:a placements. walfare o far as = ressonably vmm(ib\
with unsociable hours containing start times before 7am and finish times after 7pm, need to know that
there are suitable arrangements in place for the young persan to get to and from the placement safely. Additional Safety and Health Information
ut should i wribing How and whers you can gef morc help
o the smployar s they can emure they are follved. i from: b K
% be on emetaenty contoct i ploce who s contactable throughout the time o the locement
{and transpors orme). This again must be provided ta the employer in wiGng HSE Local Offices

During the placement 3 point of contact at the Young Person's school/collage will be availzble for the e oo S S ooy e 1 ofces vl e regons. vt
employer and a representatve fram the schaol/colaga may vist the premises and mantor progress. E
HehESiey HSE, Kingsley Dunham Centre, Nickers Hil, Keyworth, NOTTINGHAM. NG12 5GG.
Insurance e (Fax: 01159 712802)
The ‘employer shall ensure that students on Work Experience are treited as employees for the purposes.
be covered by the Liability Insurance Policy, Public Nottinghamshire, Derbyshire, Lincolnshire (North Lincolnshire covered by Sheffed offce)
i forEmploers bl

llahlllw and here appropriate Motor Vehicle Insuranca. Whils itis

Liabity policies to automatically nclude young persons on work experience, we would recommend that 15 you hava any auerie orrguirs e advice, e co ok hesiae to contactth Wark Exparenca
you chack with your insurers of brokers that ey are includd i your policy coversge. The Education Corandinator 3 the pupir’s sch o ot ther
Authority/Governing Body recognises their own responsibilites for the student during this placement.

Thank you once again for supporting and expressing an interest to introduce Derbyshire's
k.

In the event of any absence, accdsnt or sickness and/or any changes, which may effect the Work vouna peaple into the Warld of Wark.
Experience Young Person's health, sfety and welfare, the employer should inform e schaclicalege
co-operate wi

Safequarding Children
Employers should do an [ they can to snsure their employes's relaiorships vith young people on wark

to their age and gender, and do not give rise to comment or speculation.
e et rgunae Sl eahre e e T Eratayers ot e e
changes relating to safeguarding: for example if an employes is convicted of any offence that would
disqualify them from working with children or present a safeguarding rick.

Letter of understanding from Derbyshire County Council

This letter must be given to the employer that will be taking you
on for your work experience. It explains to the employer their

Tupton Hall School

legal responsibility to you.
%)

Introduction letter to the employer . W
This letter should be handed to the e e

employer when first approaching | s e s oo o oo

organise a work experience placement wih you

them about work experience. |It| ez
explains the length of the work| =sEiEeamizoes

Nany enloes i Inow 1t e e 1 o cary ot 3 el and sy check o

experience, the date that it| = s et
commences and the positive impact it ”""’M,;"”j';““’“mmm
can have on a young person. The| ==izs e
letter also explains the requirement of | ..~~~ "™

a health and safety check and|

Employer Liability Insurance. e
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Important Documents

Tupton Hall School | #%] .
I““!:m: MRDERTIUSE ‘m Work Experience Agreement Xhe Wo rk tEépe rle n ce
School Contact: Mrs N Chapman Tel: 01246 863127 g reeme n orm
' T Fo This form is to be
To take part in this work experience scheme, to hold in confidence any information ﬂbﬂlﬂrme Co m p I eted O n Ce th e
o anciner person wihout e employers permission. 7 em p one r h as ag ree d to
take you on for Work

Experience.

As the named student (above) | agree:

Parent/Carer to fill in:
‘As the ParentCarer of the student named above | confirm:

That | have read and understood this form and other accompanying documents and | agree to
him/her taking part in this scheme and | undertake that he/she will observe the conditions set out.

That either:

) Helshe does not suffer from any medical condition which could result in an unnecessary risk to H .

hister health o safety or o the safety of another person ection 1.

from any fition which | h ttached details that should be advised to

the employer.

(Please delets sither (a) or (b).  you have any doubt then please contact school before signing ) u St e com p ele y you
Name:

Signed: Date: -

Enpirto Section 2:
Employer: WEX Job Title:
Pracoment address: S Must be completed by

End Date:

Postcode: your pa rent or carer
Contact Name: Days of Work:
Contact Number:
E-mail: Hours of Work:
‘As a representalive of the employer | agree 10 the student named above working on my premises in H .

accordance with the Letter of L ing and m i under the Health ection .

and Safety at Work Act.

Do you have Employers® Liability Insurance: Yes O no O Must be Completed by the

If not, are you willing to obtain Employers Liabity Insurance for this period? Yes [ No ]

employer

Signed: Date:

The fully completed agreement form must be handed into student
services by Friday 27 March 2020.

Without this form your placement cannot be put forward for a
health and safety check and your placement will not be authorised.

The sooner you can get this form back the sooner we can confirm
the health and safety check and approve your work experience
placement.

Students can obtain further hard copies of each of these
documents from Student Services. However, forms and letters
can be found on the school website.



Using the Work Experience Database

Location and Access
Please use the Derbyshire Work Experience website:

http://derbyshire.work-experience.co.uk

Weicome. Please Login
D DERBYSHIRE
County Counc I I e

Improving life for local people

ofired Fields

Forgotten your Password?

Need Help?

Students Schools & Administrators
You should have been giveff your usernagie and password by~ You should have been given your username and password...If

your teacher to login to youff account you don't know your username or password please Contact

Us >>

login page, details of how to login are as follows:

Your usernamefis your first name and last name, lowercase with no
spaces.

Your password is individual to you, this is provided by your Form
Tutor in school.
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http://derbyshire.work-experience.co.uk

Using the Work Experience Database

On the next page as below you can reset your password. This
should be changed to something you will easily remember but
you must keep this confidential.

On this page you can search for jobs, look at ‘my placements’,
‘resources’, ‘links’ and ‘messages’.

Try toggling through these options to familiarise yourself with
the website. Then click on search to start looking.

“fou ere logged in =5 Mckenzie Aitken (Tupton Hall Schaal)
@ Edit Detsils | Loqout (Remaining D1-58:28)

Coumy Council HOME | SEARCH | MYPLACEMENTS | RESOURCES | LINKS | MESSAGES

Improving life for local people

% Edit Student

Reset Student Details

‘ 0 Welcome Mckenzie Aitken. You are required to reset your password. Look at the details below for further information. ‘

My Details Contact Details Login l

‘ 0 To begin, click the "Show Password' button below. ‘

* User Name | | mckenzieaitken

* Live || Yes v

* Required ﬁe\ds

11



Using the Work Experience Database

On the page below you can search for employers by entering
either a job title, employer name, category (use the drop down
box to see available categories), address, postcode and distance
from postcode and by the type of tasks that may be involved in
the job.

ou s ogged i 5 Hope Baggae (Tuston Hall Schoc
Edit Details | Logout (Remaining 01:58:18)
DERBYSHIRE

County Counci | TS NS IS Iy e

Improving life for local people

#  wecome  search

Placements (2]

i 1
Job Title || ] Helpful Hints!
Looking for 2 placement? Employer | [ ] Remember to spell the
words correctiyl
Category -- Please Select - hd

Use the search facility opposite to find
Search for placements near
your ideal job or employer. Address
to where you live - use the

posteode [ |oistonce[ Ay w] mics employar and postiade

fields to refine your search

Accepting

[ only show Jabs Accepting Applications
Applications

Types of Tasks | [7] nyolve desk-based wark

[ involve outdoor work
[ invoive using computers = ot
[ involve skitied practical wark

[ Be = creative role

O inve

n with the public

[ invoive group worknteam skilis

[ involve warking with animals

[ involve working with aduts in a caring role
[ invotve physical activity

[ involve work

ith children in a role

[J 82 in = medical health relates environment
[ Require a goad level of fitness.

[ 8e out of the ordinary

Date Preference | | 20/06/2020 - 03/07/2020 ~
Limit | | 50 Results per page ~

Once you have entered the relevant details click ‘search’.

12



Using the Work Experience Database

The next page as below will then list any business on the
Derbyshire Work Experience website database that matches the
criteria you have searched for.

Click on the ‘job title’ for further details of the job or ‘postcode’
to see the exact location of the employer on Google maps.

13



Using the Work Experience Database

On the page as below specific job details are listed.

B i A idorma — [ES3oF =]
GG (2. rito/deryshie worscexperience.co.ukimod_student/PlacemertDetaiaspifi=131s -[2]%]x |[E g K
Fle it View Favortes Tools Help
s Favortes | s ) Suggested Sites = | Get more Add-ons ¥
57 - @ Job Detait - Derby Wor... X Wekome - Derby Work Ec.. heQ- # v Pagew Sefetyv Tookv @iv
@ DERBYSHIRE
Coumy Gouncl [ | o | e | s |

Improving life for local people

#  Welom Search  JobDetails
Placements JOB DETAILS - WORK EXPERIENCE ASSISTANT (13149)

Tris placement is: Job Details.

ployer | Derbyshire County Councl

lies tasks: General cerical work - ing, faing, photocopying Soring
s meetngs Obsening the

@ intermes | Protected Mode: On

You can use ‘journey planner to plan your journey to
and from the placement.

If you want to save this placement, then scroll down to
the bottom of the screen and click ‘wish list’ to add it to
your wish list.

If you would like to secure this placement you would
need to contact the employer and discuss the possibility
of this and follow the procedure that has been explained
to you.

14



Some ideas to get you thinking

Catering & Health &

Hospitality Social Care
Leisure & . Law &

Tourism Legal Services

Design &
Digital Media

Manufacturing

Fitness & Politics/
Local Governnment

Wellbeing
Business . Performing
& Finance Arts

What did students say?

| have learnt that
work isn’t all

about being with

your friends

Make sure you
do something you
are interested in.

Work experience
helped me to develop
my confidence

New

environment,
new experience,
new skills

| have learnt that
my anxiety

shouldn’t get the

better of me

15



Remember:

The work experience agreement form needs to be signed
by you, your parent/carer and by the employer. Once all
three parties have signed this form it needs to be handed
into student service so it can processed.

Without this paperwork the placement cannot be
approved.

Careers and Work Experience advice is available in
school.

To find out more or ask any questions contact school on:
01246 863127

enquiries@tuptonhall.org.uk
www.tuptonhall.org.uk

Twitter @TuptonCareers
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