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Every year at the end of the summer term,  

all Year 10 students go on a Work  

Experience placement for a week.  

 

This leaflet is designed to explain to parents/

carers all about this important part of a student’s 

education and show how you can support your 

son or daughter. 

Work Experience 

dates for 2019… 
 

        1st - 5th 

         JULY 

If you have any questions,  

please ring St Augustine Academy on  

01622 752490  

and ask for Ms Thomas 

(Work Experience Co-Ordinator) 



What’s the purpose of Work Experience?…. 

 
This could be a chance to try out an occupation that students 

know they want to follow as a career. However, at this stage, 

many students are still unsure about what they want to     

pursue as a career so this may help to narrow their choices.  

 

The main purpose is really 

to give students experience 

of working life and to give 

them the chance to develop 

& practise the various skills 

and attitudes needed in the 

workplace.  

 

It also provides an opportunity to increase self-confidence,  

develop personal and social skills and helps to give a focus 

and relevance to their Academy studies. In some cases, it 

may also lead to the offer of an apprenticeship or a job in the 

summer holidays.  

  

Whilst on the placement, students are asked to complete an 

Academy Work Experience diary. Together with a ‘thank-

you’ letter to the company, both are assessed by the Work 

Experience Co-Ordinator at the Academy and the               

assessment and certificate can be used as supporting         

evidence for a college or job application. 

 



So who finds the placement?...... 
 
Your son or daughter! It can be a difficult and time-consuming 

task and parents/carers can offer valuable support. The Work 

Experience Co-Ordinator will also help, advise and support 

the students with this search. 

 

However, it is important that the student does as much as 

possible on their own as this will help to develop certain    

employability skills and give them an insight into how they will 

go about finding a ‘real’ job in the future. 

 

Although it is preferable that they try 

something new rather than just work  

with a relative or family friend, students 

may find this is a useful way to find a          

company to work with. 

 

What does the Academy do help?... 
 
Your son or daughter will have an ‘Introducing Work            

Experience’ lesson at the  Academy. The process will be    

explained and they will be shown how to source and secure a 

placement that will be relevant and enjoyable. Once they 

have found the placement, there is a form (in the pack with 

this booklet) that you need to sign and return to the Academy 

with the details of the placement. After that, all arrangements 

for the placement including the compulsory Health & Safety 

check of the company are organised by the Academy. 

 

 



It’s a long way ahead - do we get reminders?... 
 
In June, just before the placement starts, parents/carers will 

be sent information about the workplace arrangements.      

Students will be given a pre-Work Experience preparation  

lesson entitled ’ABC: Attitude, Behaviour & Communication’ 

which covers all  aspects of personal presentation, behaviour 

and how to deal with situations in a work environment.            

I will only contact you before June/July if a problem arises 

with the placement. 

 

What will students do on Work Experience?.... 

Ideally, students should be given 

real workplace tasks and routines  

to give them an idea of the work  

carried out by the employer.         

However, as students may not have 

the necessary skills or training, 

some of these tasks may, on         

occasions, be quite straight-forward and may also be a little 

boring at times.  

There may also be limitations on what students are allowed 

to do for Health & Safety reasons but on their first day,      

students should be properly briefed on essential safety      

topics.  

We aim that a member of staff from St  Augustine Academy 

should visit or call the company during the placement (unless 

this is impracticable) to check that the placement is going 

smoothly.    



Will they work ‘school hours’?... 
 
Students should not work excessive or 

unsocial hours but, wherever possible, 

they should  expect to work the same 

hours  as the rest of the employees.  

This should not exceed a ‘normal’ 8 hour working day 

spread over a 5 day working week.  

 
 

Is there anything else I need to know?.... 
 
 Students are not allowed to be paid whilst on work             

experience 

 If your son/daughter has medical or other needs, 

please ensure that this is made clear on the reply slip 

as employers must be informed of this 

 Students must be prepared to travel to work and this 

may involve extra cost for parents/carers 

 Students may have to provide certain items of work 

clothing eg. steel toe capped boots for a garage  

 If the student has to write a letter of application or go 

for an interview, please inform me at the Academy and 

I will provide extra help and advice 

 In June, I will send parents/carers a form (completed 

by the employer) which will show all details of the 

placement including dress code, hours of work and  

arrangements for breaks & lunch 

         



 
15th NOV.    Information evening for parents/carers 
 
Early DEC:  ‘Introducing Work Experience’ student   
   information lesson 
   
4th FEB:   DEADLINE - all placements to have 
   been organised by students.  
                    Reply slip giving details of placement  
                    to have been returned to school 
 

11th MAR:   Latest date for school to have a  
                     placement Health & Safety checked. 
  
          Placements cannot be altered, changed  
          or new ones organised after this date.  
 
Mid JUNE:    Final preparation lesson for students 
 
1st - 5th JULY:  Work Experience takes place 
 
SEPTEMBER:   Students to return completed  
       diary to school for assessment 

DATES TO REMEMBER  



Deadline dates are not flexible: please   

do not leave the search for a placement 

until after Christmas -                                                

you may not find anything  

If it is not possible for EBP Kent to       

carry out a Health & Safety check on     

a company or it fails the check,           

students will not be allowed to go           

on the placement  

Finally, please would you bear in mind…. 


