Information for Students
What’s work experience about?
Work experience isn’t just about trying out your own career choice, but finding out about working life and work skills in general.

Work experience will help you to learn more about the world of work.

That means understanding the workplace, working with other people and being able to communicate clearly with adults.

You’ll have the chance to learn skills that will help you in your education and future work.

Work experience gives you the opportunity to:

· Sample working life

· Gain more self confidence

· Work with people of different age groups

· Find out why things such as good time-keeping, attendance, safety regulations and discipline are important in school. You’ll find they are just as important in the workplace as they are in Lord Lawson

· Look at the jobs you might want to do in the future

· See how subjects you study at Lord Lawson link into the world of work

Is it real work?
Sometimes yes, if it does not need much training. Sometimes no, if it would take too long to teach you what to do. You’ll learn from just watching experienced people and helping them.

Listen carefully to any instructions that are given to you. If you don’t understand or remember them, don’t be afraid to ask. It is much better to ask someone to repeat instructions than to make a mistake.

If you take the opportunity to talk to staff about their jobs, training and qualifications, it will show you are interested and you will gather useful information. Sometimes you might be surprised to hear the different career paths people have followed to get to where they are today.

Do you best and wherever possible show that you are a reliable member of the team and willing to learn.

Support in school
In addition to your guidance lessons, Miss Hind is available every Monday and Tuesday lunchtime from 12.45pm – 1.15pm to help with work experience and placement allocation.

Making Contact

You may be asked to contact your placement to arrange an interview. Making a good telephone call is all about preparation – being prepared will give you confidence.

Have your placement information with you when you make the call and make sure you make a note of the date of the interview, the time of the interview, who to report to and where to report to.

Always be polite, patient and business-like.

Preparing for interview

First impressions count. Make sure you make the right impression when you turn up for and during your interview. Arrive in plenty of time, dress smartly and be polite – remember to say “Please” and “Thank You”. Wait to be invited to sit down. Hold doors open for other people.

Smile and try to relax. Speak clearly and avoid one word answers if you can. Listen to questions and instructions carefully and ask politely for more information if you don’t understand something.

Questions to ask

You will need to ask questions to make sure you have all of the information you need. Write things down – there will almost certainly be too much to hold in your memory.

Questions you may be asked

Be prepared for the kind of question you may be asked. A common question form an employer is, “What do you want to do when you leave school?” Or perhaps, “Why did you choose this type of work experience?” Answer sensibly.

Before the placement

· Do you know where your placement is located? How will you get there and how long will it take? If you need to take the bus, do you know which bus to take and what the bus times are? 

· Complete a trial run of your journey before your placement – try to make it as realistic as possible by completing it during a weekday, during a school holiday. You’ll find weekday work traffic a lot different to weekend traffic! 

· Do you know what the hours of work are and who you should report to on your first day? You can’t be late – allow yourself more than enough time to travel to work – you never know what kind of traffic conditions you might meet on the roads on the way there (see above).

· Do you know what the lunchtime arrangements are? What time do you break for lunch? Are you able to eat lunch on site or do you have to eat elsewhere? Can you buy your lunch at your place of work or will you need to bring your own? How long do you have for lunch? If you have to go out to buy your lunch – do you have time to do it? If you leave the employer’s premises at lunchtime, you do so at your own risk and you will not be the responsibility of the employer during this time
· Do you have to wear any special clothes or shoes? If so, do you have to provide your own or will your workplace provide these for you? Do you know what the dress code is? 
During the placement

· Be on time

· Remember to always be patient, polite and business-like – you are representing Lord Lawson, yourself and your family

· Observe all safety regulations

· Telephone both the employer and you school if you are off sick

· Thanks your employer toward the end of the placement

· Remind your employer about the Employer Assessment Form

· Keep any evidence you might have collected throughout the week to bring into school in September. This will be needed for certification.

After the placement

· Complete any evaluation forms you are given

· Write  a “Thank You” letter or card for your employer

Good Luck!

We hope that you enjoy your placement and learn a lot from it. Don’t worry if you feel a bit nervous beforehand – this is only natural.

Work experience will give you the time to think about the opportunities open to you and a chance to get to know yourself better.

