
 

Identify a 
placement

•Identify a work placement of interest to you.
•If you are unsure of what you would like to do talk to your 
tutor, the Year 10 office or visit Ms Brenton in the careers 
office in Sixth Form, first floor, top of the stairs on the right, 
who can give you ideas and suggest employer contacts.
•Pupils make contact with the company and ask if the company 
will take them for work experience.

Forms

•Once the Employer has agreed to your placement they must complete a Work 
Experience Placement Form (spare copies available from the Year 10 office or 
the school website).
•The form must then be signed by yourself and a parent/guardian.
•Company must have Employers and Public Liability Insurance.

Form 
Deadline

•Hand the completed form into your tutor ASAP and by:

4 March 2024

•First Tutor Group to reach 80% of forms handed in (by 4 March 2024) wins a 
lunchtime pizza delivery.

Health & 
Safety checks

•Once the form has been received, your placement will be Health and Safety 
checked, this may take several weeks.
•The school may be in contact if there are any issues with the placement.

Attendance

•Ideally 3 weeks before you are due to attend your placement, call the 
employer to reintroduce yourself and to finalise any arrangements such as 
working hours and uniform.
•Placements will start on Monday 15 July until Friday 19 July 2024.  If  you 
cannot attend your placement for any reason, the school and employer must 
be informed by 8:30am on that day.
•You and the employer will be visited or contacted by a member of school 
staff during the placement.
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If you require assistance with any of the above steps please contact Ms Brenton as soon as 
possible: 
in the Careers Office in A Centre 
by email: vjb@hardenhuish.wilts.sch.uk 
or by telephoning the school on 01249 650693. 


