
A Step by Step Guide to the  

Work Experience Process 

 

STEP 1: Think about where you want to do your Work Experience 

This is probably the most important step in the work experience process. In order to get the 

most out of the experience you need to try and find something that you will find interesting, 

and that you will be motivated to attend.  

 

STEP 2: How will I find a work experience placement? 

This is the difficult bit! You should have decided what area you would like to work in for 

your placement, but now you need to find it. Ask relatives, other adults if they can help you. 

Try searching on the internet for local businesses in the work area you are interested in, and 

either post your letter and CV or deliver by hand. You will need to adapt your covering letter 

for the company you sent it to (e.g. change the company address etc.). On the school 

website will be a list of placements from previous years which you may find helpful. 

STEP 3: How will I let the business know I am looking for work experience? 

You will need to write a Curriculum Vitae (CV) and a covering letter. You have prepared a CV 

before – Practice interview day in Year 10. On the school website there are examples of CV’s 

and covering letters to help you. 

Step 4: How do I complete the Work Experience form? 

You will be given a form but it is also available on the website.  

Once a business or company has agreed to accept you, they will need to sign your form. You 

and your parents also need to sign the form. This needs to be returned to the LRC by Friday 

23  November. 

If you are having difficulty securing a placement you should talk to your tutor, Mrs Mellor or 

Miss Weston. 

 STEP 5: Why does the form have to be handed in so early? 

Once the school has received your completed form, Hampshire County Council will 

complete a health and safety check at your proposed placement. If you do not hear from 

us, then the placement can go ahead. If there is a problem with the health and safety check, 



we will let you know. There is a long gap between handing in your work experience form 

and starting your work experience. 

STEP 6: How do I prepare myself for Work Experience? 

2 weeks before your work experience is due to start you should contact your employer. You 

will need to find out: 

 what your hours of work will be, most importantly what time you need to arrive 

 if there is anything particular you need to wear or take with you 

 where to go when you arrive 

 any other relevant information 

Make sure you know how you are going to get to your work place, and ensure you have 

some suitable clothes to wear while on your placement. 

 

STEP 7: The Work Experience Placement 

This is it! Nearer the time of your placement you will be given a Work Experience Booklet 

which will need to be completed by you and your employer over the course of your work 

experience. This will act as an invaluable record for you in the future.  In addition you should 

make sure you: 

 dress appropriately 

 arrive punctually at all times 

 follow any company/business rules that are put in place for your own health and 

safety 

 enjoy the experience! 

A member of school staff will normally contact you during your placement to see how you 

are getting on. 

 

If you have any questions about any aspect of this process 

please speak to Mrs Mellor or Miss Weston 


